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ABSTRACT 

The  1975  supplement  to  the  National  Task  Bank 
consists  of  550  additional  tasks  in  the  field  of  huaan  service 
selected  and  edited  froi  task  analysis  projects  in  a  nunber  of 
States*  The  suppleAent  is  organized  in  the  sane  format  and  nunbered 
sequentially  with  the  original  edition  published  in  1973.  The  use, 
organization,  and  development  of  the  Bank,  which  now  contains  a  total 
of  1,096  task  statements  useful  in  the  solution  of  manpower  problems, 
are  described*  Tasks  in  the  Supplement  are  arranged  in  14  functional 
categories  of  data,  people,  and  things  for  human  service  agency 
personnel  including  professional  social  workers,  paraprofesslonals^ 
administrative,  and  clerical  workers*  Within  each  category,  tasks  are 
organized  into  subcategories  and  coded  for  identification  purposes* 
The  bulk  of  the  docuaent  consists  of  the  task  statements  in  a  form 
similar  to  that  of  the  Dpjohn  Task  Bank  Cards*  Information  Includes: 
a  task  description,  performance  standards  (descriptive  and 
numerical),  training  content  (functional  and  specific),  and  suggested 
6ED  score  levels*  (Author/HS) 
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*I!Ot    USERS  OF  m  NATIONAL  TASK  BAKK  OF  TASKS  IN  SOCIAL  VELFAHB 


SUBJECT:    !IHB^  1975  SUPPU^IENT  TO  THE  NATIONAL  TASK  BANK 


Attached  is  a  copy  of  the  197^  3U|»plement  to  the  National  Took  Baiik^ 
ODnaistin^  of  eomo  $$0  additional  taakB  seleoted  and  edited  from  the 
submifssions  of  paxtlolpatlns  StateB  in  I97U* 

Orgfuii^atlon: 

Tlio  oupplomont  is  organised  In  the  some  fDXraat  and  numbered 
sequentially  with  the  original  edition  published  in  1973.  To 
incorporate  these  additional  tasksi  eubotitute  the  new  table  of 
contents  fox  the  existing  onei  and  also  substitute  the  nev  index 
pa^^es,  at  the  beginning  of  each  major  category.    New  &ub*cate|^rlsB 
have  been  added  which  ajre  not  mentioned  in  the  earlier  table  of 
contents  or  on  the  Index  po^jeo. 

Mcxtj  Insert  the  new  taolco  l^y  categoiy  ond  sub-category  into  Iho 
original  tank  bank.    For  example;  the  first  category  in  the  !Paak 
Jjanlc  is  lablcd  JOS^ilNISTRmont  and  the  first  sub-category*  A,  is 
(Program  Planning   ond  3)evelDpment).    The  new  tasks  begin  vith 
tri»k  number  A.A.12  and  continue  throu^fh  A.A.?2.    Insert  those 
eleven  tasks  in  the  bank,  following  t3.sk  number  A.A.ll. 

The  next  oub-category  is  A.B.  (Fiscal^aget  Hanning  and  Manage- 
jnent).    The  new  tasks  begin  with  task  number  A.B.  8  and  continue 
throui^  A.B. 25-    Insert  these  tasks  in  the  bank  following  task 
nuftiber  A.B.  7-    Follow  this  procedure  througliout  to  combine  the 
oupploioentary  tasks  vith  the  original  Bank. 

In  flome  Inotonces,  now  sub-catogories  have  been  added.    For  example, 
under  the  category  ADMINISITIATION,  a  new  3ub-category»  A.P,  (Personrici 
hao  boon  added.    Insert  tliio  sub*Bsction  following  taok  munber  AtE.^. 
Uao  tlio  new  table  of  oontents  as  a  guido^  and  tho  proooss  ahould  pro» 
oeed  smoothly* 
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™jIU!!  additions  TO  ffllE  ^ASK  BAM 


It  is  respectifully  requested  that  Tack  Bank  users  devise  a  means 
for  tiiG  identification  of  new  tasks  developed  in  the  field,  %^ich 
are  not  now  included,  so  that  new  tasks  can  te  identified  quickly 
and  easily  submitted  at  a  later  date  for  inclusion  in  the  next 
supplement.    Tour  assistance  will  be  appreciated. 


Director,  Division  of  ^fraining  and 
State  Manpower  Utilization,  OSI 


Attachment 


U.S.  Department  of  Healthy  Education,  and  Welfare 
Social  and  Rehabilitation  Service 

NATIONAL  TASK  BAHK 
Revised  November  1975 


The  National  Taak  Eaxdc  considtd  of  1,09^  tasks  in  the  field  of  hvmn 
service,  a3rran^d  in  lU  categories,    ^^se  tasks  have  been  taken 
from  task  analysis  projects  in  a  nxtmber  of  States  who  vare  concerned 
wi1^  a  more  efficient  and  effective  use  of  available  manpower  resources, 
and  with  the  development  of  career  lattices  for  the  advancement  of  all 
staff,  especially  the  paraprofessional. 

aRGAKIZAnON 


Table  of  Contente; 

IThe  Table  of  Contents  of  the  National  Task  Bank  was  developed  to  provide 
a  point  of  reference  for,  and  to  facilitate  the  review  of  the  Task  Bank 
by  Task  Bank  users  and  to  provide  SRS  with  a  broad  idea  of  the  kinds  of 
work  and  service  areas  which  have  been  analysed.    This  identification 
enables  future  efforts  to  focus  on  areas  which  have  not  been  covered  or 
analyzed,  or  which  have  besn  covered  inadequately. 

Please  note  that  the  development  of  a  Table  of  Contents  by  an  ad  hoc 
group  is  Inconsistent  with  the  theories  eoad  principles  of  l\mctional 
Job  Analysis,  which  looks  at  work  not  in  terms  of  titles  or  positions, 
but  in  terms  of  functional  levels  and  orientation.    In  no  case  do  we 
mean  to  sug^s^at  that  the  tasks  in  a  particular  section  are  performed 
only  by  workers  with  titles  associated  with  the  title  of  that  section. 
Tasks  in  the  Social  Work  section  ajre  not  performed  only  by  social 
workers,  nor  axe  those  in  the  clerical  section  performed  exclusively 
by  clerical  personnel. 

Format; 

A.    Tasks  are  presented  on  a  form  similar  to  that  of  the  Upjohn  Task 

Bank  cards,  (HcBee  Keysort  S^tem)  except  that  the  mebhinlsm  for  punc^ 
oodinf,  located  around  the  margin  of  the  McSee  card,  has  not  been  shown. 


B.    Coding;    Ta^s  are  coded  in  the  upper  right-hand  corner.  In  Hie 
box  labeled,  '^TaskNo.**. 


*  2  - 

EXAMPLE:   1!aak  No.  A.A.1 

A.    (first  letter)  :=  category  (Administration) 

A*    (second  letter)  «  su'b-categoxy  (Program  Planning 

and  Development)  of  category 

(AoUninistration). 
1     (imniber)  -  imique  number  of  task  within 

sub-category. 

!Ehe  letters  and  numtere  do  not  indicate  iniportance  or  complexity 
of  the  task.    They  are  only  for  identlfioation  purposes,  ^usi 
the  task  coded  A.A.1  is  not  necessarily  more  important  or  more 
complex  than  the  task  coded  A.B.2* 

C.    Identifioation/Location:   Ihe  Uatle  of  Contents  is  a  list  of 
categories  and  subcategories  of  the  tasks  in  the  National  Task 
Beiik.    To  find  a  specific  task  in  the  National  Task  Baaalc: 

1.  Search  the  Table  of  Contents  for  the  category  and  sub* 
category  ^ich  best  fits  the  particular  situation. 

2.  Locate  that  category  or  subcategory  by  eoAe  (T^er  right- 
hand  comer  of  1!aek  Statement  Blank  in  box  labeledi  ^'Task  No."). 

3*    Eead  throu^  the  tasks  in  the  subcategory  to  find  the  one 
vhich  best  fits  the  situation. 

Note  that  there  is  some  overlap  among  the  categories  ax)d  subcategories. 
That  iSf  there  axe  some  Clerical  tacks  in  the  Inctane  Maintenance /APA 
categoryi  etc.    Beoauae  of  the  infinite  ways  taaks  are  organized  into 
Sobs  it  is  necessary  to  xeviev  several  related  categories  to  insure  that 
all  relatedi  or  compaxable,  tasks  in  the  task  bank  have  been  identified 
and  selected  to  meet  the  needs  of  the  analysis  under  innrestigation. 


TTSBS  OP  THE  NATIONAL  TASK  BAMK 

The  National  Taak  Bank  can  be  \ised  by  many  people  to  provide  information 
for  the  solution  of  manpower  problems: 

SDPERVISOHS-in  evaluating  performanoei  assigning  task. 

TRAINERS     -in  identifying  needs  and  developing  ourrlcula. 

tUKAOaiS/AIiaillSTRATORS 

-in  developing  staffing  patterns. 

4^ 
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"  3  - 

JOB  DESIGNERS 

-In  d£irelopin£  career  ladders  and  lattices,  and 
restructuring  asaignments. 

CBRSONHEL  OI^CERS 

-in  interviewing  ^6h  applicants. 

CIiASSHTCA'PIOII  SFBCmiSSS 

*in  classifying  jobs  for  pay  puirposes. 

The  National  Task  Bank  does  not  provide  cOBDplete  coverage  of  the  field, 
nor  is  every  task  written  in  aha  way  that  an  individual  State  will  find 
most  usable.    Ihdividtial  users  mast  recognize  that  the  tasks  in  the 
National  Task  Bank  were  edited  without  a  knowledge  of  the  objectives  to 
which  they  would  contribute  and  without  knowledge  of  the  complexity  of 
forms,  standard  operating  procedures  (SOF^s),  manuals,  guidelines,  etc., 
involved  in  the  tasks.    Editors  In  the  field  will  need  to  develop  new 
tasks  and  modify  or  adjust  those  in  Hhe  National  Bank  to  fit  their  specific 
needs  and  situation. 

^is  need  for  individual  adjuBtments  will  he  particularly  evident  with 
regard  to  the  GSD  levels  of  Seasoning,  Math,  and  Language.    !Ibe  editors* 
lack  of  knowledge  of  the  coinplexity,  size,  and  Information  requirements 
of  forms,  complexity  of  SOP^s,  manuals,  and  guidelines,  made  it  inrprac-* 
ticable  to  reliably  assign  GEID  levels  from  the  information  in  some  of  the 
tasks. 

Procedure 

Following  a  meeting  of  task  analysts  in  November  1971t  Ihe  Social  and 
Rehabilitation  Service,  in  Haorch    1^72  requested  tbrou£^  the  regional 
offices,  that  States  submit  tasks  to  SRS  for  Inclusion  ^  the  seleotion 
and  editing  process  for  a  National  Task  Bank.    These  tasks  were  sub- 
sequently delivered  to  the  TJpjohn  Institute. 

I>uring  this  same  period,  the  DMohn  Institute  conducted  a  Reliability 
Study  to  determine  the  amount  and  type  of  consensus  among  editors  in 
various  States,  and  provide  a  point  of  reference  for  editing  and 
selecting  tasks  from  individual  States.    The  study  consisted  of  15 
task  statements,  divided  into  two  seotions.    Editors  were  asked  to  rate 
the  first  10  tasks,  referring  to  the  IJpiJohn  Benohmaidcs  and  using  their 
own  knowledge  and  experience  in  the  field.    Por  the  last  five  tasks, 
they  were  asked  to  edit,  rate,  and  develop  performance  Standards  and 
and  Training  Content  for  each  task. 

The  analysis  of  the  information  in  the  Reliability  Study  provided  the 
material  for  the  development  cf       Editing  Hanual. 
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In  April   1972,  the  Upjohn  staff  completed  the  Initial  sort  of  the  tasks 
received  into  hroad  program  areas.    These  tasks  were  then  eubmitted  to 
a  detailed  comparieon  to  consolidate  those  ^th  face  eiMlarity  end 
identify  those  with  substantive  differ^ces.    The  detailed  oomparison 
facilitated  the  initial  selection  of  taaks  to  be  edited  within  eacli 
broad  program  area  or  category.    Shis  selection  waa  baaed  upon  the 
available  material  and  the  i^licabllity  of  the  content  of  the  tasks 
to  a  variety  of  users. 

Ths  tasks  were  edited  by  the  staff  of  the  W.E.  TItJohn  Institute  with 
assistance  provided  by  selected  personnel  from  SRS* 

A  coding  procedure  for  identifioation  purposes  ^was  developed,  and  each 
task  was  coded  by  category,  aul>-category,  and  wiigti^e  number  within  the 
sub^category.    Iilke  the  organisation  of  the  material,  this  procedure 
allows  for  inolusion  of  new  tasks  and  deletion  of  those  which  may  not  be 
applicable  within  specific  organizations. 

Sarly  in  197Ut  ^  second  regt^st  was  made  to  States  using  task  analysis, 
to  submit  tasks  ^ftiich  had  been  developed  since  the  Issuanoe  of  the 
National  Task  Bank  in  1972.    IThese  tasks  were  sorted,  screened  and  edited 
in  a  prooeedure  siisilar  to  the  prpoess  employed  in  the  development  of  the 
initial  Task  bank. 

Sinoe  the  ^Sask  Bank  has  been  developed  primarily  to  meet  the  needs  of 
State  agenoiss,  categories  were  inoluded  in  this  revision  which  were  not 
included  in  the  initial  issuance,  and  includes  programs  for  ^diioh  the 
Social  and  Rehabilitation  Service  does  not  have  administrative  responai*' 
bility. 

The  rationale  for  inclusion  in  the  ^^Intogam  Areas**  section  of  the  Task 
Bank,  tasks  fxam  such  fields  as  M^tal  Health,  Correotiona^  Juvenile 
Court,  Behabilitation  Services  and  Medicine,  has  to  do  with  theiorgani* 
zational  structure  of  State  programs.    Axi  inoreasingr  nustber  of  3tates 
now  operate  their  various  human  service  agencies  in  a  variety  of  con- 
figurations >Aiich  have  been  oolleotively  referred  to  as  **umbrella** 
agencies.    In  some  States  where  task  analysis  is  being  employed,  the 
Social  and  Rehabilitation  Service  related  agencies  axe  administratively 
housed  in  such  umbrella  agency.    It  is  these  States  who  have  sulwitted 
tasks  in  the  above-mentioned  categories.    Sinoe  other  tttates  may  be  able 
to  make  use  of  "these  tasks,  they  have  been  incorporated  into  the  !?a8k 
Bank  with  this  revision. 
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BEEEHENfOES 


l!he  following  refeiTence  materials  may      itseful  In  undexstanding  and 
vmtog  the  National  Task  Bank* 

1.    yine,  Sidney  A*,  and  Wiley,  Wieiaia  V.    An  Introduotion  to 
PimctionaUot  Analysis;    A  Scaling  of  Selected  Taska  f^op^  the 
Social  Velfaxe  Field.  V.E.  Upjohn  Institute  for  Eniployment  Eeseardi 

IteBcril^eB  the  theoretical  framevork  and  procedures  of  FJA. 
In  addition,  provides  the  seven  Punotional  Job  Analysis 
Scales  and  the  illustrative  benchmark  taeOcs* 

2*  Editing  Mantiali  V,S*  Department  of  Healthy  Education,  and  Welfare, 
Social  and  Rehabilitation  Service,  Contract  No.  72-2$.    Februaiy,  1973- 

Ccovides  guidelines  for  editing  tasks  vritten  according  to  the 
principles  and  techniques  of  PJA*    It  is  intended  for  use  by 
persons  trained  and  ccnpetant  in  FJA  task  analysis*    It  is  not 
intended  as  inlax^ductoxy  material* 

3*    Task  Analysis  and  Job  Design  fox  Public  Assistapoe  AgencieSt 
ISSBW-'SHS*    220  pp.    ir#S.  Government  Printing  Office,  1973 
(Catalogue  Number  SRS-73-2120lt)t 

Describes  the  ps^ocedures   involved  in  the  application  of 
Functional  Job  Analysis  (FJA)  to  mairpawer  planning  in  the 
assistance  pajnnents  processes  of  Public  Assistance  Agencies* 

U.    !Pask  Analysis  I   Sov  to  Use  the  MatJ  nn^-^  TaaTc  '^^^    W#E.  tipjohn 
Institute  for  Enrployment  Besearch.    c.  1973* 

A  multiiEkedia  training  package  vith  training  materials  fcxr 
twenty  trainees*    Contains  lesson  plans,  film  serlpto, 
audio  tapeSf  and  vail  charts. 
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TABIE  OP  CONTEiraS 

SRS  72-25 
-NATlOMJa  TASK  BAHK- 
*'Hevi3ed  Novemtex  1975 


ir^mlnifl^+.innt  (a) 

A*    Program  Planning  and  Itevelopment 

B,.    Fiscal/Budget  Planning  and  Management 

Staff  Aasignmenta^  Direction^  and  Evaluation 

Community  Relatione 

Negotiation 

Personnel 

Staff  ItevelOPmentyTraining:  (SD) 

A*  Planning 

CiucTiculum  Development 
Promoting  Training 
I*    (training  . 


Hesearch^  Statiatica  and  Jata  Bpoceaaing;  (r) 
A*  Planning 

B*    Developing  Methodology /instruments 
Data  Collection/Compilation 

D*  Analyses/Computations 
Report  \teiting 

P*    Data  Processing 

Ecogram  Areas:  (PA) 

A*    Adoptions  "  11 
B,.    Groiq>  Work  -  12 

Protective  Servioes  -  25 
D*    Hbmemaker  Services  -  7 
E^    Day  Care/Child  Develospment  -  31 
P^    Pamily  Counseling  -  21 

Poster  Care  -  i*0 

Recreation  -  7 
I*    Clinical  Services  -  2 
J,.    Juvenile  Court  -  25 

Corrections  -  kl 
L.    Mental  Health  -  25 
M.    Rehcibilitation  -  5 


XABLB  OF  COimTS 


Social  Voric;    Generic  Sequenoe;    (SW)  103 

A.  Heoeiving^^cessing  Eeferxals 

B.  Determining  Need/BligiMlity  for  Services 

C.  Eeporting^Caintainin^  Case  Records 

D.  Giving  Inforaation 

E.  Gbtaipii^  Xnfonsation  j^m  Collateral  Sou3?ces 

F.  Foxmulating/^veloping  Service  Plan 

G.  Beaching  Jkgreoaent  with  Client/Involving  Client  in 

Fozmulation  of  Service  Flan 

H.  Service  Flan  Lirplementation  and  Follov^i^ 

I.  Organisiing  Community  Resotu?ces 
J.  Using  Supervision/Consultation 

supervisory:    (s)  62 

A*  Induction/Orientation 

B.  Ftoviding  On-the-Jol^  Training 

C.  Conducting/Attending  Staff  Meetings 

D.  Making  AssignmentsAc^k  Flow  Flanning 

E.  Consulting  with  Sul^ordinates 

F.  Ferformanoe  Evaluationy^taintaiiung  Production  Standards 

G.  Reporting 

H*  Leave»  Hours 

X.  Terminations 

J.  Mediating  Disputes 

W.I.N. ;    (W)  6$ 

A.  Criteria/procedure  £or  Selection  of  Trainees 

B.  Identification/Screening  of  Clients 

C.  Seleotion^eferral  to  V.I.N. 
Support  Services  for  Trainees 

E.  Counseling 

F.  Administration/Management  of  Program 

Direct  Services:    (D)  $8 

A.  Interviewing 

B*  Translating/Bilingual 

C.  Coaching 

D.  Referral 

E.  Home  Management 

F.  Reporting^ecording^^  ceasing 
4.  Uouaing 

Yelnntmt  (V) 

A.  Flanning 

B«  Rftoruitment 

C*  Asfiignment  Supervision 

D*  Referral  1 1 
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TABLE!  OF  CQNIBNTS 
Page  Three 

Le£gl:  (L) 

A.  Agency  ?alT  Eeaxings 

B.  Eiirployee  Grievance 

C.  Compliance  Issues 
S*  Contracts 

liliA.:  (P) 

A .  Ob  servation/lntervi  ew 

B.  Analysis 

C.  Recording/Pilling  out  Porma 
D*  Job  Restructuring 

E.  Consultation 

Clericals  (c) 

A.  Record  Keeping/Verifying,  Bookkeeping,  Accounting 

B.  Writes/Pills  in  Forms 

C.  Typing/Office  Machine  Operation 
D*  Stenographic/Shorthand 

E.  Piling/ Assembling  Materials 

P.  Mailing^outing 

G.  Communications  Receptions 
E.  Bata  Collection/Compiling 
I.  Inventories/Acquisitions 

J.  Secretarial/Office  Managerial 

Income  Maintenanoe/Aasistance  Payments  (APA 

A.  Reception/intake 

B.  Data  Control 

C.  Obtaining  Information/Collateral 

D.  Explaining  Need  for /Scheduling  Special  Appointments 

E.  Determine  Eligibility/Status  of  Case/Amount  of  Grant 
P.  Inform  Client  of  Eligibility/Status/Grant 

G*  Report ing/Coiople  ting  Fbxms 

H.  Pair  Hearings 

I.  Comnnmity/Outreaoh 
J.  Pood  Stands 

K.    (^ality  Control 

Medical;  (m) 

A.  Fhysioians 

B.  Nursing 

C.  Lab  Technology 

D.  Biysical  Therapy 


12 


r 


(A) 


A.  Program  Planning  and  leTelopiiient 

B.  Fiacal/Budget  Planning  and  Management 

C.  Staff  Assignments ,  Wrection,  and  Evaluation 
Comnnmity  Relations  ^^^on 

E»  Negotiation 

P.  Personnel 


13 
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n^  ha        IP  POrh1  P       1    TVl  ^  T\<r^ 

1 

Reas.    1  Math.     1  tang. 
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G.  E.  D. 

4      J    4           1  lA 

1     50        1.  40         I  10 

5 

5         i    3          I  5 

A.  A.  12 

GOAL: 

objective: 

TASK:  Evaluates/examines  Individual  program  areas  in  personal  visits  to  counties^  in  relation  to  changes  in 
program  structure^  using  own  knowledge^  agency  guides^  manuals,  discussing  needed  changes  with  County 
Directors  and  others^ -reviewing  reports  iri  orderHo  determine  what  changes  must  be  made  in  individual 
county  programs. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

i 

DESCRtPTtVE; 

FUNCTIONAL: 

Objective    |    Goal     1       Organizational  Unit 

.  Thorough  in  examination  of  county  programs^  sensitive 

to  the  different  needs  of  different  county  offices. 
.  Understands  rationale  behind  present  operation 

in  eOn<i  t  der  tnff  eh  Art  • 

.  Manner  is  courteous. 

.  Obtains  all  essential  information. 

NUMERICAL: 

•  Extensive  knowledge  of  the  agency  operation 
.  How  to  review  program  in  relation  to  policy 
.  How  to  Identify  gaps  in  service  programs 
.  Xuiuwicuge  u  JL  uynamxcs  u  jl  ul  ganxza  txunai  cnangv 

SPECIFIC; 

.  Knowledge  of  how  councy  programs  contribute  to 
State/area  objectives 

</A 
Hi 

i 

< 
n 

.  In  X  time>  fewer  than  X  number  of  complaincs  from 
county  offices^  that  worker  did  not  thoroughly 
examine  their  operation  before  recommending  changes. 

.  Independent  evaluation  by  qualified  superior  iden* 
tifies  fewer  than  X  number  of  changes  which  need  to 
be  made  in  a  county  office  that  worker  approved. 

.  Knowledge  of  personalities  of  county  staffs 
.  Knowledge  of  budget  realities^  manpower 
.  Knowledge  of  cononunity/county  support 

PERFORMANCE  STANDARDS 

TRAINING  CONTEKT 

ERIC 


Objective     [    Goal      |    .  Organizational  Unit  1 

Data   1  People    |  Things 

Data     [  People     [  Things 

I 

Roas.    1  Math.     |    Lang.  ) 

W.  F.  -  LEVEL 

W.  F".  -  ORIENTATION 

INSTR, 

G,  E.  D.       ■                 TASK  NO. 

.4        \    hk            lA  ! 

45        1    50  is 

5        J     1           14  ^•^•=L3 

GOAL; 

OBJECTIVE : 

> 
:s 

fj: 
H 

H 

< 

TASK:   Discusses/explains  new  programs,  procedures  and/or  problems  with  staff,  department  heads  and/or 
Director  at  meetings,  listening  to  their  views,  exchanging  and  clarifying  information  as  needed, 
and  advising  them  when  appropriate,  using  own  knowledge,  agency  policy  documents,  manuals  concerning 
agency's  programs,  procedures  and  problems  in  order  to  recommend  steps  to  be  taken  on  these  adminis- 
trative matters* 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

•  Recommendations  are  workable,  logical  and  practical, 
based  on  available  information 

.  Worker^ s  explanations  and  clarifications  are  accurate 
thorough  and  well^organised. 

•  Worker's  manner  is  open,  courteous  and  consistent 
with  agency  procedure  for  business  meetings. 

NUMERICAL: 

.  Over  X  period  of  time,  not  more  than  X  number  of 
complaints  are  received  concerning  worker* s  advice 
and  recoomendations  and/or  manner. 

TRAINING  CONTEND 

FUNCTIONAL! 

.  How  to  analyse/interpret  data,  clearly/concisely 
.  Kow  to  formulate  recommendations  based  on  avail- 
able information  ^ 
.  Knowledge  of  small  group  management  techniques 

SPECIFIC : 

.  Knowledge  of  agency^s  new  programs,  procedures 

and/or,  problems              .  ^ 
.  Knowledge  of  staff,  department  heads,  and/or 

Director,  their  ideas,  i^esponsibilities  and 

problems 

.  knowledge  of  institution's  2.0. P.  for  a  business' 
meeting 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People       Things    1     Data    \  People    {  Things 

{ 

Reas*    1  Math*     |  Lang* 

W     F     -  T  FVET              I          W     F     *  nRTFMTATTnM 

INSTR* 

G*  E,  D* 

TASK  NO. 

4      I     lA         1   lA          1     90             5           1  5 

5 

5         t     2  Is 

GOAL: 

OBJECTIVE: 

TASK:  Examines/evaluates  ongoing  agency  programs  in  relation  to  new  State  and  Federal  guidelines/regulations 
in  Order  to  recommend  adjustments  in  policies/procedures  which  will  ensure  compliance  with  these 
guidelines /regulations* 

PERFORMANCE  STANDARDS 

•jcraining  content 

DESCRIPTIVE: 

FUNCTIONAL: 

> 
cn 

S 

Unit 

^  Recotnmended  changes  ensure  consistency  with  State 

and  Federal  guidelines* 
»  Evaluation  is  comprehensive,  objective* 

^  How  to  evaluate  an  existing  program  in  relation 

to  new  standards/guidelines 
»  Knowledge  of  social  service  principles 

NUMERICALr 

SPECIFIC 

< 

Objective     |    Goal     ]  Organisation 

»  Worker  recommends  changes  within  X  period  of  time, 
after  notification  of  new  guidelines/regulations* 

*  Corworkers  agree  with  worker's  recommendations  in 
^  of  cases* 

*  Knowledge  of  purpose,  goals,  objectives  of 
specific  service  programs 

»  Knowledge  of  where/how  to  obtain  notification  of 
new  guidelines/regulations 

*  Knowledge  of  existing/nm  State/Federal  guidelines 
concerning  specific  service  programs 

m 

o 
* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEHT 

ERIC 


Objective    |    Goal      [    .  Organizational  Unit  j 

Data    1  People     |  Things 

Data     j  People    |  Things    {                     Reas*    )   Math.      )  Lang. 

W.  F.  -  lEVEL  ! 

F.  -  ORIENTATION 

llNSTR.     1                 G.  E.  D. 

TASK  NO. 

4       1     4A         !    lA  1 

45             55         I  5 

Is          1      5               2  5 

A.  A.  15 

GOAL: 

OBJECTIVE: 

> 

2: 
1-1 

tr! 

1 
z 

XT, 

c 

. 

TASK;  Explains/discusses/talks  with  Bureau  Directors  and  other  supervisory  personnel  concerning  State, 

Federal  legislation,  and  agency  policies/procedures,  in  order  to  sharpen  their  understanding  of  the 
legislation  and/or  policies  and  enable  them  to  adhere  to  Federal/State  requirements  when  developing 
their  own  programs* 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Discussion  is  clear,  concise,  comprehensive. 
.  Worker  is  tactful  and  shows  respect  for  others' 
viewpoints. 

,  Interpretations  and  information  given  is  accurate 
and  reliable. 

NUMERICAL: 

.  No  more  than,X7*  personnel  manifest  misunderstanding 

of  legislation/policies/procedures  subsequent  to 

worker's  discussion. 
.  No  more  than  X%  supervisory  personnel  are  found  to 

be  deviating  from  legislation  or  policies  in  an 

on-site  review. 

TRAINING  CONTENT 

JUNCTIONAL; 

^  Knowledge  of  legislative  and  implementing  processes 
as  they  relate  to  the  agency 

»  How  to  convey  information  clearly  and  comprehen- 
sively 

SPECIFIC; 

^  Knowledge  of  legislative  base,  goals,  objectives, 

policies,  and  procedures  of  agency 
,  Knowledge  of  areas  of  responsibilities  and  capa* 

bilities  Of  Bureau  Directors  and  other  supervisory 

personnel,  and  how  existing  or  new  legislation 

affects  their  departments 
.  Knowledge  of  new/existing  legislation  affecting 

agency  programs 

PERFOBMfcKCE  STANDARDS                                                           TRAINING  CONTENT 

.  Data    t  People     |  Things 

Data     1  People    \  Things 

1 

Reas.    )   Math.     f  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  D. 

TASK  NO. 

4      1     lA        1  lA 

90             5           1  5 

5        j     2  Is 

A.  A.  16 

GOAL: 

OBJECTIVE : 

TASK:  Reviews /assesses  reports  to  be  sent  to  the  Federal  Government,  checking  for  completeness/accuracy, 
using  a  knowledge  of  the  subject  of  the  report/reference  sources  for  additional  information! 
needed,  making  the  necessary  corrections,  In  order  to  formulate  a  final  report* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

IJ 
c 

*— t 

c 

o 

DESCRIPTIVE! 

•  Final  report  is  complete/clear/accur^ate. 
.  Review  is  thorough,  completed  in  reasonable  amount 
of  time. 

NUMERICAL! 

FUNCTIONAL! 

.  How  to  examine  a  report  against  standards/require* 
ments 

.  How  to  use  reference  sources 
•  How  to  prepare  reports 

> 

CO 
H 

.  Federal  Government  reports  no  mistakes  in  report 

SPECIFIC! 

< 

m 

*^ 
4J 

d 

n 

1^ 
o 

and  that  report  is  complete, 
•  Report  is  finalized  in  X  amount  of  time. 

.  Knowledge  of  specific  subject  of  the  report 
.  Knowledge  of  where  to  obtain  additional,  needed 
information 

.  Knowledge  of  Federal  standards  for  the  report 

o 

. 

Goal 

Objective  | 

PERFORMANCE  STANDARDS 

TRAINING  CWNTENT 

Data   I  People    1  Things 

Data     1  People    [  Things 

1 

Reas.    t   Math.     |  Lan^. 

W.  F.  -  LEVEL 

W.  F.  *  ORIENtATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4     1     lA        1  lA 

90       1     5          \  5 

5 

5        J     3          I  5 

A.  A.  17 

GOAL: 

OBJECTIVE; 

TASK:  Decides/determines  the  validity  of  conflicting  points  of  view  about  a  specific  program  policy^  evalu- 
ating arguments^  judging  the  benefits  occurring  to  each  alternative^  considering  probable  cost  factors 
and  the  likelihood  of  achieving  objectives^  based  largely  on  experience  and  training^  in  order  to  make 
binding  policy  decisions  for  the  agency. 

Objective     i    Goal     1       Orgaftizatlonal  Unit 

PERFORMANCE  STANDARDS 

DESCRIPTIVE? 

.  Policy  decisions  based  on  perceptive  and  thorough 
examination  of  various  points  of  view. 

.  Accurately  estimates  the  financial  costs/savings 
of  alternatives 

,  Makes  valid  judgements  regarding  the  advantages/ 
disadvantages  of  each  alternative. 

.  Xn'X  tlme>  fewer  than  X  number  of  complaints  from 
subordinates  that  their  paint  of  view  did  not  get 
fair  consideration. 

.  After  X  time^  X''  people  using  policy  feel  that 
policy  Is  achieving  objectives. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  evaluate  conflicting  points  of  view 
.  How  to  use  accounting  principles  to  determine 

cost  variables 
•  How  to  assess  program  objectives 
.  How  to  develop  policy 

SPECIFIC: 

.  Knowledge  of  specific  program  including  budget^ 
manpower^  attitudes  of  staff^  lines  of  authority^ 
policy  development  process 

,  Knowledge  of  program  goals  and  objectives 

1 

s: 
t-H 
tn 
H 

1 

I-" 

O 
. 

PERFORMANCE  STANDARDS 

TRAINING  OONTENT 

ERIC 


to 


t 

f 

_Data   1  People    |  Things 

Data     1  People    {  Things 

 ^Reas.    1  Math.     {  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR, 

C.  E.  D. 

TASK  NO. 

4       I     lA        i  lA 

80       I     5          t  15 

5 

5        1     3  is 

A-.A.ia 

GOAL: 

objective; 

TASK;  Evaluates  a  specific  program*  s  activities/accomplishments  in  relation  to  stated  program  goals  within 

the  agency^  using  own  knowledge^  reports  by  (subordinates)  staff>  in  order  to  prepare  a  written  report 
on  the  success/failure  o£  the  specific  program  as  requested  by  the  Director. 

Unit 

PERFORMANCE  STANDARDS 

descriptive; 

.  Report  incorporates  all  available  data. 

*  Report  is  inconsistent  with  evaluation  results. 

.  Report  IS  completed  with  reasonable  speed. 

TRAINING  CONTENT 

NUMERICAL: 

.  How  to  evaluate  a  program 

.  How  to  prepare  a  written  report 

.  Knowledge  of  management  by  objectives 

1 

P 

s: 
1- 
CA 

H 

Organisational 

mJMERICAL; 

.  Supervisor  notes  no  more  than  X  instances  in  which 
available  data  15  omitted  or  Improperly  used. 

.  X%  co^workei^s  state  that  report  is  clearly  written^ 
6asy  to  comprehend. 

SPECIFIC; 

.  Program  goals  within  the  agency 

.  (fhere/how  to  evaluate  program^s  activities/ 

accomplishments 
.  Purpose^  goals>  objectives  of  the  specific 

program 

B 

>— 
< 

M 

2; 

C 

o 

Objective  | 

PERFORHAKCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


r 

r 

Ditn    (  People     !  Tilings    1     Data     I  People    |  Things 

Reas.    1   M.-:tii.      |  Lcing. 

1  1 

i 
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t 
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G.  S. 

TASi:  NO. 
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5 

e      t     1      :  k 

A.  A.  19 

i 

■ 

OBJECTIVK; 

I 

1 
I 

■ 
< 

1 

t 

TA5;<;  Discusses/informs/consults  with  personnel  tram  other  pul^lic  and/or  private  agencies  involved  in 

specific  program^  describing  the  state 'sposition^  discussing  pertinent  Federal  Begulations^  asking/ 
answering  g^uestions»  exchanging/describine  relevant  information/experiences  in  order  to  foster 
Cooperation  and  coordination- among  agencies  offering  specific  service /program. 

PERFORMANCE  STANDARDS 

TRAINING  COilTEirr 

ii 

*  A 
J  ^ 

1 

u 

o 

*  Consistently  vorks  for  cooperation  among  various 
groxjg^s* 

*  Carefully  and  clearly  explains  the  staters 

*  Voj^cs  for  the  best  velfaxe  of  elderly  persona* 

*  How  to  interpret  Federal  Hegulations* 

*  A  thorou^  understanding  of  the  specific 
program* 

.    Knowledge  of  philosophy  in  the  specific  program^ 

*  Ability  to  speak  extemporaneously* 

*  Ability  to  (juickly  extract  pertinent  facts 
from  a  mass  of  information* 

*  Ability  to  engage  people  in  dialogue* 

#^ ' 

2l 

< 

-* 

* 

NQMEBICAL: 

SFSCIFIC: 

Objective    1  Goal 

*  In  X  tijoe^  fewer  than  X  ccxDplaints  from  agencies/ 
Community  gxotg^s  about  voxlcer  failing  to  be 
helpful  in  clearly  explaining  the  state's 
position* 

*  luX  tiiDet  2^  of  e:cperts  agree  with  information 
provided  by  wo:dcer. 

*  ^  X  time^  fewer  than  X  complaints  regarding 
de^pee  of  cooperation*** 

*  The  specific  Ijiformation/aesistance  desired  by 
the  requesting  agency/group* 

*  Knowledge  of  specific  state  and  Federal 
programs /furiding  available. 

PEKFOBHAMCE  STANDARDS 

TRAINING  CONTENT 

{  p-^l^n  Vcoplc     I  Things         Data     i  ?coplc    [  Things" 

1 


Rcas.    \   Math.      |  Lang. 


W.  r.  -  LEVEL 


M.  F.  -  ORIENTA.TXON 


INSTR. 


G.  E, 


TASK  MO. 


T 


T 


I      A.  A.  20 


GOAL' 


OBJECTIVE: 


TASK:   Writes/rewrites  maniials/brochures  as  reqtiested  or  assigned  1:^  supervisor  updating  information  vhich 
^11  reflect  the  current  legislative/regalatoiy/programmatio  requirements,  referring  to  existing 
manuala/brochuresi  earlier  or  related  regulations,  guide  material,  conferring  vi'Ui  various  l^ureau 
representatives  in  order  to  compose  a  current  manual  for  the  requesting  departments. 


t3 
,  C 


PERFORMANCE  STANDARDS 


liBSCRIPTIVJ!;: 


*  Material  vritteu  is  accurate  and  clearly  reflects 
legislative  chains* 

*  Pollows  directives  of  requester  precisely. 
.    Voxks  with  reasonable  speed* 

KOMERICAL; 

*  Pewer  12ian  X  errors  relating  to  writing:  policy 
per,pTO;}ect. 

^    Coiis>letes  eacb  pro;}ect  williin  X  time  after 
requested. 


TRAIHIWG  CONTENT 

PDNCnOMAL: 

^    How  to  understand/interpret  legislation. 

*  How  to  write  technical  guide  material. 

.    How  to  use  discussion  to  obtain  specific 
information. 

SESCIPrC: 

.    Saowledge  of  the  puzpose  of  ea5b  project. 

*  Who  to  consult  for  each  project! 
Ib^ected  conipletlon  date. 


"1 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


to 


I 

I  Datj    f  Tcorlo     1  TiUags    (     Dnta     \  People    i  things 

1    R^as*    )   Mach.  Lang. 

1 
i 

f    }             W/        -  LEVElt           1                   -  ORIENTATION 

I'iSSTR.      1  D. 

TASK  KO, 

i  SB     (    UA      \     U     i                .  50%  I  S96 

^        i       ^       1        3       I  5 

A.A.21 

4 

i 

OBJECTIVE: 

! 

TASK:    Consults  (disc^iases/explains/asks  qtiastions/clarifies)  with  resotu?ce  per30ns>  both  within  the 

Department  and  out8ide>  as  problenis  arise  vhich  require  specialised  experts;  exercising  discretion 
in  selecting  the  appropriate  person(s)  and  in  probing  vith  that  person  possible  organizational 
structures/solutions /alternative  3  based  on  ovm  knowledge  of  Depax'toent  capabilities>  policies>  needs  j 
in  order  to  integrate  own  prof essional  Judgeioent,  staff  input>  and  specialized  expert  opinion  into 
the  solution  of  a  Droblem, 

r 

PERF0R>1*\NCE  STANDARDS 

TRAIKIKG  CONTENT 

FDNCTIONALt 

> 

c 
c 

,  ^ 

»  u 

u 
o 

*  Vo^cer  realistically  considers  reality  conditions 
as  he  understands  them  in  the  Department>  while 
consulting  with  expert* 

*  wcxicer  exex\?^s9s  appfopxxaiie  oj^sc^^xiioii 
limiting/expanding  discussions* 

*  ^  Voiicer  uses  good  Judgement  in  referring  problem 

for  consultation* 

*  How  to  as^ss>  define  and  state  a  problem  to 
a  specialist* 

*  Bow  to  locate/select  an  authority  in  tiie  field 
on  the  basis  of  availability,  experience> 
credentials,  etc* 

*  How  to  present  the  problem,  direct  the 
discussion  to  that  problem*       * : 

*  How  to  work  analytically  In  a  conference* 

*  How  to  integrate  possibilities  lnto-*the  total 
organizational  structure* 

> 

i 

NUHESICiL: 

SPECIFIC: 

o 
> 

t; 

1  ^ 
o 

*  In  X  time,  bureau  chiefs,  si;^rvi8ors  malce  fewer 
iiian  ^  number  of  complaints  about  i^e  capability 
of  the  resource  person  selected* 

*  In  X  tiine,  0tq>ervlsor  expresses  approval  on  the 
basis  of  practicality,  workability  of  solutions 
agreed  to  bgr  woiicer  and  consultant* 

*  Departmental  goals>  objectives,  policies^ 
priorities* 

*  Contacts  witbi  authorities  in  vajfioua  fields  in 
the  department,  outside*  • 

*  Honetaiy,  time  constraints* 

*  Reality  conditions  of  the  program* 

J. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   1  People    j  Things 

Data    1  People    {  Things 

Reas.    I  Math.     |  lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

XNSTR. 

G.  E.  D. 

TASK  NO, 

SR     I       lA        1       1A  ; 

QO       1                 i  5 

5 

5        1      3          I  4 

A. A.  22 

GOAL; 

OBJECTIVE J 

TASK:  pians/coraposes/writes  grant  application  on  federal  grant  forms,  justifying  request  for  funds,  on 

instruction  by  Director,  using  own  knowledge  of  institution's  needs/resources  and  federal  standards/ 
guidelines  for  obtaining  funds,  In  order  to  prepare  grant  requests. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEHT 

oal     1       Organizational  Unit 

DESCRIPTIVE: 

.  Grant  request  Is  thorough,  accurate  and  persuasive. 
.  Plans  are  practical,  expedient,  workable,  and 
thorough. 

.  Request  Is  written  in  a  reasonable  amount  o£  time. 
NUMERICAL: 

.  Over  X  period  of  time,  X%  of  grant  requests  are 

approved  by > the  Federal  Government. 
.  'Grant  request  is  written  X  number  of  days  before 

the  Federal  deadline  for  submission. 

FUNCTIONAL: 

.  How  to  plan  a  program  considering  all  of  its 

many  aspects 
.  How  to  fill  Out  Federal  forms 

,  How  to  gather/analy^e/organi^e  information  from 
several  sources 

1 

SPECIFIC; 

-  Knowledge  of  Director's  advice 

.  Knowledge  of  all  aspects  of  the  projected  program 
.  Knowledge  of  the  particular  Federal  grant  request 
form 

.  Knowledge  of  the  institution's  needs,  resources, 

and  procedures 
.  Knowledge  of  Federal  standards/guidelines  for 

obtaining  grant  funds 

1 

a; 
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Objective    I  G 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   I  People    |  Things 

Data     1  People    |  Things 

Reas*    t   Math*      )  Lang* 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4      (       AA      1  lA 

60       i        35      f        5  . 

5 

A                4        I  A 

A.  B.8 

GOAL! 

OBJECTIVE; 

TASK;  Examines/evaluates  the  budget  proposal  after  it  has  been  reviewed  by  the  Department  reviewing  commit-* 
tee^  referring  to  the  committee's  suggestions  and  guidelinesj  conferring  with  and  responding  to 
questions  of  the  institution's  department  heads  in  order  to  determine  adjustments/revisions  to  meet 
the  Department/units  suggested  guidelines  and  limitations*- 

Objective    |    Goal     1       Organizational  MniV 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

,  Accurately  determines  where  the  budget  can  be 
adjusted* 

.  Carefully  consults  all  department  heads  in  order  to 
determine  the  areas  that  would  be  least  affected  by 
budget  cuts* 

*  Adjusts  the  requests  to  meet  the  review  committee^s 
suggestions* 

NUMERICAL! 

.  The  revised  budget  always  follows  the  reviewing 
conmittee's  guidelines* 

*  All  departments  are  consulted  and  notified  of 
needed  budget  cuts  specific  to  each  department* 

TRAINING  CONTENT 

functional: 

,  Knowledge  of  budget  process 

*  How  to  discuss  financial  needs  and  limitations 
with  department  heads 

SPECIFIC: 

.  Knowledge  of  the  operation  of  the  institution 
which  areas  can  be  cut  with  the  least  amount  of 
disruption 

*  The  guidelines  and  suggestions  set  forth  by  the 
budget  reviewing  coimnitt,ee 
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PERFCRMUiCE  STANDARDS 

TRAINING  CONTENT 

1^ 


I 

I. 


to 


Objective    1    Goal      |       Organizational  Unit  j 

Data  1  People    !  Things 

Data     t  People    (  Things 

Reas.    1  Math.     |  Lang. 

'     W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  E.  D. 

TASK  NO. 

4      I         lA     1  lA 

85      1        5       t  10 

4 

4       I        3       I  4 

GOAL; 

OBJECTIVE: 

> 

CO 
< 

I—' 

s: 

o 

TASK;  Examines/reviews  expenditures/regulations  of  institutions/agencles/offlces  within  the  Department  in 
relation  to  amount  of  funds  available/appropriateness,  necessity  o£  purchases  and  knowledge  of  needs 
of  the  institutions/agencies/offices,  following  agency  guidelines  for  purchasing^  in  order  to  deter- 
mine if  expet)j^itures  were  necessary/appropriate. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

-  Conclusion  is  consistent  with  data., 

.  All  factors  and  variables  are  considered. 

NUMERICAL: 

,  Fewer  than  X  complaints  are  received  from  institu- 
tions/agencies/offices in  X  time  concerning  factors 
not  considered. 

.  Supervisor  agrees  with  X%  of  uhe  worker^s  decisions. 

TRAINING  CONTENT 

functional; 

.  How  to  evaluate  expenditure  reports 
SPECIFIC: 

.  Expenditures  for  institutions/agencies/offices 
needs 

•  Agency  guidelines  for  purchasing 

PERFOEMfcKCE  STANDARDS                                                               TRAINING  CONTENT 

Data   I  People    I  Things 

1    .Data    1  People    (  Things 

1    Reas*    1  Math*      )  Lang* 

W,        -  LEVEL 

I         W*         -  ORXENTATION 

INSTR,     I                G*  D. 

TASK  NO, 

4      1        lA      !  lA 

1       90      !        5        i  5 

5         1       4        1        3       I  3 

_    A,B,  10 

GOAL; ' 

OBJECTIVE: 

TASK:   Evaluates/examines  property  repair  requests  submitted  by  area  or  county  workers  for  clients,  weighing 
feasibility  of  project  in  terms  of  cost,  need,  alternative  service,  urgency,  and  state  guidelines.  In 
order  to  recomaend  approval/disapproval  of  requests  to  higher  authority* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEND 
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•*4 
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descriptive; 

.  Worker  thoroughly  examines  all  aspects  of  the 
request* 

.  Reconntendation  is  based  upon  a  careful  examination 
of  the  request,  in  relation  to  program  requirements. 

NUMERICAL; 

.  In  X  time,  at  least  5C5t  of  recommendations  are  upheld 

by  higher  aythority. 
.  In  X  time,  fewer  than  X  number  of  requests  are 

returned  to  area  office  for  more  information. 

FUNCTIONAL: 

.  How  to  evaluate  written  requests  according  to 

program  requirements 
.  How  property  repairs  relate  to  property  value 
.  How  to  recognize  inconsistencies  in  a  written 
report  (allegation  not  fully  documented,  inflated 
cost  estimate,  unsuitable  or  ineligible  requests.) 

SPECIFIC; 

*  Specific  program  requirements 
.  Alternative  sources  of  service 

.  Property  conditions,  environmental  stress  of  the 
areas 

.  State  guidelines,  procedures  on  which  to  base 
decision 
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Objective     1  Go 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    |  Thlnj^s 

Data     1  People    (  Things 

Reas.    1  Math.     )  Lang. 

W.  F.  -  LEVEL 

W.  F.  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3A    i          U   I  lA 

90              5      i  5 

3 

4      i          3     I  3 

GOAL: 

OBJECTIVE; 

TASK;  Requests  transfer  of  funds  by  letter/memo  from  one  account 
ing  transfer  of  funds  In  order  to  maintain  available  funds 

) 

• 

to  another  following  agency  S.O.P,  regard* 
to  meet  immediate  expenditures. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

descriptive: 

FUNCTIONAL; 

> 

»-* 

.  Requests  are  clear,  thorough,  and  accurate. 

.  Worker  completes  task  tn  reasonable  amount  of  time. 

.  How  to  write  business  letters 
.  Knowledge  of  accounting  methods 

c 
& 

NUMERICAL; 

SPECIFIC; 

*^ 

t 

zat tonal 

.  .  Less  than  X%  of  requests  are  denied  due  inaccurate, 
incomplete,  or  unclear  requests. 
.  Letter/memo  written  in  X  amount  of  time. 

.  Knowledge  of  agency  accounts  and  expenditures 
.  Agency  S.O.'P.  regarding  transfer  of  funds 
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I   Goal,  ] 

Objective 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

I 

I 


1     Objective    \   Coal      1       Organisational  Unit  1 

Data   1  People    |  Things 

Data     1  People    |  Things 

I    Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  •  ORIENTATION 

INSTR. 

G.  E-  D. 

TASK  NO- 

1       I        1A      t  lA 

85    _L      5        1  10 

■  — 

2 

2        1        1        I  2 

A.B.  12 

GOAL; 

OBJECTIVE : 

1                                    ADMINISTRATIVE  INFO, 

TASK:  Checks /eKamines  county  accounts,  identifying  cour 
their  share  of  assistance  payments^  based  on  ager 
mine  which  counties  should  be  sent  a  reminder  abc 

ities  whose  accounts  ^re  in  arrears  in  payments  for 
icy  S.O.P.  for  billing  counties^  in  order  to  deter- 
>ut  their  payment. 

PERFORMANCE  SlAKDARDS 

DESCRIPTIVE: 

.  Carefully  checks  each  county  account* 

.  Notes  all  counties  which  still  owe  for  their  share 

of  assistance  programs. 
»  Notifies  appropriate  people  in  the  counties  of  their 

lack  of  payment. 

NUMERICAL: 

.  All  counties  , who  are  in  arrears  of  assistance  pay- 
ments are  notified* 

*  Over  X  period  of  time>  less  than  X  cases  of  overdue 
payments  are  missed. 

*  Counties  are  notified  in  X  time  after  it  has  been 
determined  that  their  payments  are  in  arrears. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  read  and  sort  data 
SPECIFIC: 

.  Location  of  accounts 

*  When  to  check  the  accounts  and  when  the  account 

becomes  overdue* 
.  Agency  S.O.P.  for  billing  counties 

PERPOBMfcKCE  STANDARDS                                                                 TRAINING  CONTENT 

ERIC 


CO 

o 


1 

Data   [  People    |  Things 

Data     j  People    |  Things 

Reas*    I   Math*     |  Lang* 

F,  -  LEVEL 

-  ORIENTATION 

^KSTR* 

G^  E.  D* 

TASK  NO- 

4       f        2  lA 

60      1        35     1  5 

4       [         3       .  4 

A.B.  13 

GOAL: 

OBJECTIVE; 

TASK:  Examlnes/evaluates/discusses  with  affected  of flces/departpients/makes  changes  on  requlsltlonsi  using 
knowledge  of  budget  limitations  and  priority  needs  of  the  departments  as  guidelines,  In  order  to 
Insure  that  the  departments  receive  supplies  most  needed  without  exceeding  the.agency*s  budget* 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

TRAINING  CONTENt 

FUNCTIONAL: 

> 

1  Unit 

*  Departments  receive  supplies  needed* 

*  The  budget  Is  followed* 

*  Decisions  to  change  requisitions  are  consistent 
with  data,  reasonable  and  fair* 

*  How  to  evaluate  a  supply/equipment  request  with 
respect  to  system  priorities  and  needs 

*  Bow  to  reach  concensus  with  coworkers 

^  Knowledge  of  accounting  practices/procedures 
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NUMERICAL! 

SPECIFIC; 
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N 

c 
ca 

to 
u 
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*  The  budget  is  never  exceeded* 

*  Ko  more  than.X  decisions  made  over  X  period  of  time 
are  reversed  by  supervisor* 

*  Over  X  period  o£  time,  no  more  than  X  purchases  are 
made  of  equipment/supplies  that  are  unused* 

*  Less  than  X  complaints  that  needed  supplies  have  not 
been  obtained* 

*  The  agency*s  budget 

^  Purpose  and  priorities  of  t:he  different  depart-^ 
ments 

^  Knowledge  of  the  specific  needs  of  the  offices 
and  departments  within  the  agency 

*  S*0*P*  for  requisitioning  supplies 

52 

o 

* 

1  Goal 

*  Similar  task  performed  in  relation  to  personnel 
needs* 

Objective 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


CO 


7 

f 

/ 

Data    1  People    {  Things 

Data     1  People    |  Things 

 1 

1 

Reas.    1   Math.      f  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR- 

G.  E.  D. 

TASK  NO- 

4      I        lA  _1  lA 

_     85      i        5       1  10 

4 

4        t        4  3 

GOAL: 

OBJECTIVE; 

Reviews/examines/checks  prepared  bills  to  be  sent  to  counties  for  their  share  of  matching  funds  for 
assistance  programs,  checking  the  total  against  the  state  share,  based  on  Federal  and  State  policies, 
procedures,  and  guidelines  governing  financial  participation  in  assistance  programs,  approving  correct 
bills  with  signature,  in  order  to  validate  county  bills  for  payment. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL: 

> 

: ional  Unit 

.  Carefully  examines  every  prepared  bill. 

.  Accurately  determines  the  correctness  of  each  bill. 

*  Approves  correct  bills* 

.  Works  with  reasonable  speed  so  the  money  can  be 
returned  by  the  county  for  the  proper  fund. 

NUMERICAL: 

,  Knowledge  of  the  assistance  programs  and  the 

funding  procedures 
.  Knowledge  of  accounting' procedures 

SPECIFIC; 

.  The  specific  ratio  for  matching  funds  between 
the  county  and  state  for  assistance  programs 

2: 

tr- 
H 

i 

Objective     |    Goal      |  Organlsat 

.  In  X  time,  less  than  KJl  of  errors  are  Identified  in 

the  amount  counties  owe  for  assistance  programs. 
»  Bills  are  approved  by  X  date  each  billing  period. 

. 

.  The  billing  date 

.  Where  to  sign  the  bill  for  validation 
»  Knowledge  of  Federal  and  State  policies,  proae- 
*dure&  and  guidelines  governing  financial  partic- 
ipation in  assistance  programs 

C 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

erJc 


CO 
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Data   !  People    |  Things 

Data     I  People    \  Things 

Reas.    1  Math.     )  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E,  D. 

TASK  NO, 

4       I       lA      1  lA 

90       1        5        t  5 

4 

4(33 

GOAL: 

OBJECTIVE; 

TASEC:  Reads/reviews/interprets  new  policies  and  regulations  governing  accounting  procedures  for  agency 
business  practices,  in  order  to  keep  abreast  of  all  new  regulations  needed  to  correctly  complete 
accounting  tasks. 

PERFORMANCE  STANDARDS 

training  content 

DESCRIPTIVE; 

functional: 

> 

*^ 

.  Worker  thoroughly  reads  and  accurat^^Xy  interprets 
new  policies  and  regulations* 

.  How  to  read  and  understand  policies  and  regula- 
tions governing  accounting  procedures 

trt 
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NUMERICAL: 

SPECIFIC; 
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.  Less  than  X  complaints  over  X  period  of  time  that 
worker  did  not  correctly  apply  new  policies  and 
regulations  to  tasks* 

«  Worker  reads ^all  regulations  and  policies. 

.  Worker  reads  information  with  K  period  of  tim&i 

.  Knowledge  of  Federal,  State  and  agency  policies/ 

regulations  governing  accounting  procedures 
.  Which  policies  to  read 

< 

tn 

0 
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PERFORMANCE  STANDARDS 

training  content 

ERIC 


I 


Data   I  People    t  Things 


Data     i  People    |  Things 


I     Reas.     I   Math.      |  Lang. 


».  F.  -  LEVEL 


tCB   I  Ik 


».  F.  -  ORIEHTATIOH 


INSTR. 


G.  E.  D. 


TASK  NO, 


GOAL: 


OBJECTIVE: 


TASK:  Eeviews/assesses  tentative  programs/budgets  in  the  agency,  us ijig  knowledge  of  needs  of  the 

department  referring  to  recommendations  of  colleagues  and  making  adjustments,  using  discretion  as 
needed  In  order  to  formulate  the  Jfinal  budget/program. 
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PERFORMAKCE  STAKPARDS 

*    V03^r  considers  all  facts  variables* 
.    Pinal  plan  is  consistent  with  needs  of  biadflpet/ 
program,  changes  are  siqiported  ^fh  reason. 

NUMERICAL: 

.    Pinal  plan  is  coinpleted  within  X  period  of  time. 
.    Statement  of  final  plan  is  always  acknowledged 
as  coinplete.and  reflecting  needs  by  colleagues. 


TRAIMIHG  COMTEHT 

FDNCTIOMAL: 

♦  I&iowledg§  of  accounting  procedures. 

•  How  to  adapt  new  materials  into  a  plan 
framewoidc. 

.    How  to  follow  throu^  on  and  develop  suggestione 

of  otiiera. 
.    Bhowledge  of  budget/  process. 

SE3BCIFIC;  . 

*  Tentative  program/budget. 
.  "Sugestions  of  colleagues. 
.    Needs  for  budget/program. 
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PERFORMAMCE  STAHDARDS 


TRAINING  CONTENT 


ERIC 


t 

\ 


Data    j  People    j  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4     1         lA     1  lA 

90      1         5       1  5 

4 

4       1         3       I         6  i 

GOAL: 

OBJECTIVE; 

TASK:  Examines/evaluates  spending  trends  of  various  programs  served  by  the  agency  in  relation  to  the  alloca- 
tion for  the  program^  checking  past  expenditures^  computing  the  amount  of  remaining  funds  and  comput- 
ing projected  expenditures^  applying  a  knowledge  of  accounting  procedures  and. agency  S.O.P.  for 
handling  projected  overspending^  in  order  to  determine  If  there  are  sufficient  allocated  funds  to 
maintain  the  present  program.^ 

PERFORMANCE  SIAKDARJ)S 

TRAINING  CONTENT 

Objective     |    Goal      |       Organizational  Unit 

DESCRIPTIVE: 

.  Carefully  and  accurately  calculates  funds  remaining, 

and  the  expected  expenditures. 
.  Uses  good  judgment  in  determining  if,  there  are 

enough  funds  to  maintain  present  programs. 

NUMERICAL: 

.  In  X  time>  fewer  than  X  errors  in  the  computation  of 

projected  expenditures. 
.  Projected  over*spending  of  allocated  funds  is* always 

determined. 
.  Evaluation  completed  by  due  date. 

FUNCTIONAL; 

.  Knowledge  of  accounting  and  accounting  procedures 
.  How  to  calculate  projected  expenditures 

specific; 

.  Loc3tion  of  accounting  records 
.  Knowledge  of  amount  of  funds  allocated  for  each 
program 

.  S.O.P.  for  handling  projected  overspending 
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PEKFOBMMiCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


CO 

CI 


Data   1  People    )  Things 

Data     1  People    |  Things 

1    Reas.    )  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E,  D. 

TASK  NO. 

55  I       lA      1  lA 

90       1      5          \  5 

5 

5       1       3       I  4 

A.B.  18 

GOAL! 

OBJECTIVE: 

TASK:  Examines/evaluates  consolidates  agency/institutional  budgets  prepared  for  the  biennlum,  checking 
whether  all  line  itans  are  within  allowable  range,  determining  whether  the  total  budget  for  the 
department  is  within  limits,  applying  knowledge  of  accounting  and  experience  with  State  and  Federal 
funding  processes  and  procedure,  in  order  to  develop  departmental  budget. 
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PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

•  Accurately  determines  if  tihe  increases  are  suffit* 

cient  or  extravagant. 
.  Returns  budgets  for  adjustments  If  they  do  not 

represent  clearly  or  accurately  the  needs  of  the 

institution  or  department,  or  if  requests  exceed 

cne  i^uiudxnvs  a 

NUMERICAL: 

,  .  Fewer  than  X  complaints  are  received  from  business 
managers  at  the  institutions  and  agencies  that 
requested  adjustments  were  unnecessary. 
.  Every  budget  is  carefully  examined  for  the  bienniuttt. 
.  Upon  review,  worker  catches  all  errors  on  estimates 
that  exceed  the  guidelines. 

TRAINING  CONTENt 

FUNCTIONAL! 

.  How  to  analyze  and  prepare  a  budget 

.  Knowledge  of  budget  procedures  and  policy 

SPECIFIC; 

.  The  present  financial  situation  of  the  state  and 
cne  prouau  le  legLSi  acxve  teac  ci-ons        ^ne  (>xen~ 
nium  budget 

.  S.O.P.,for  returning  budgets  for  adjustment 
.  Guidelines  for  salary,  services  and  maintenance 
increases 

.  Knowledge  of  Federal  and  State  funding  procedures 
and  requirements 
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PEKFORM/mCE  STANDARDS 

TRAINING  COMTENT 

1^ 
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Data   !  People     |  Things 

Data    1  People    |  Things 

Reas.    \  Math.     |  Lang. 

' — 

tf.  F.  -  LEVEL 

W.  F.  -  ORIENXATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

5B   I        lA       1  lA 

80       1      5          1  15 

4 

4        1        3        .  4 

A.B.  19 

GOAL: 

OBJECTIVE: 

i 

TASK:p^gp3^gs/composes/writes  financial  reports  (regular  and  special  requests)  for  top  management,  referring 
to  bookkeeping  records  on  costs,  expenditures,  and  projected  costs  of  the  agency,  arranging  them  in 
a  format  in  order  to  supply  budget  and  financial  information  to  management. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

[Tnlt 

DESCRIPTIVE; 

.  Prepares  accurate  and  complete  reports  upon  re<iuest. 
-.  The  reports  are  legible^  comprehensible,  and  con- 
sistent with  the  request. 

FUNCTIONAL: 

-  How  to  interpret  bookkeeping  records  and 

statiscical  data 
*  How  to  write  financial  reports 
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NUMERICAL; 

.  Over  X  period  of  time,  less  than  X%  of  the  reports 

are  incomplete  or  inaccurate. 
.  Reports  are  prepared  by  X  time  after  re<iuest  or  on 

Schedule  for  regular  reports. 
.  In  X  time  fewer  than  X  reports  do  r.ot  meet  the 

request  as  determined  by  management. 

.  How  to  use  the  institutional  bookkeeping  system 
.  Knowledge  of  when  regular  reports  are  due 
.  Institutional  S.O.F.  for  preparing  statistical 
and  bookkeeping  information 

< 
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PERFOEWANCfi  STAHDASDS 

TRAINING  a>NTENT 

-! 

ERIC 
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Data   1  People    I  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4       1       2        1  lA 

70               25       1  5 

4 

4        1       3        I  3 

\     A.B.  20 

GOAL; 

OBJECTIVE; 

TASK;  Evaluates/assesses  infomation  from  company  catalogues,  using  agency*  s  requisition  orders  and  own 

knowledge  of  companies,  their  products,  and  services,  and  discussions  with  other  staff,  following  / 
State  guidelines  for  institutional  purchases  and  agency  S.O^P*,  in  order  to  decide  which  companies 
to  send  bid  options. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

TRAINING  CONTENt 

FUNCTIONAL  r 

> 

Objective    |    Goal      \    „  Organizational  Unit 

*  Worker*s  manner  is  open,  agreeable,  (rank,  and  precise 

to  all  with  whom  he  discusses  business. 
.  Decisions  as  to  companies  are  made  in  a  reasonable 

amount  of  time. 
.  Uses  good  judgment  in  selection,  based  on  all  avail* 

able  data. 

NUMERICAL: 

.  How  to  reach  concensus  in  discussions  with 
coworkers 

.  How  to  evaluate  purchasing  information  against 
agency  need 

.  How  to  evaluate  data  against  a  set  of  criteria 
SPECIFIC; 

.  Knowledge  of  catalogues  and  the  companies  which 

i; 

n: 
H 

< 
PI 

.  Over  X  period  of  time,  no  more  than  X  number  of  com- 
plaints are  received  from  institutions,  that  the 
materials  they  received  are  not  adequate  or  appropri- 
ate* 

.  Over  X  period  of  time,  no  more  than  X  ninhber  of  com* 
plaints  are  received  from  companies  regarding 
accuracy/content  of  bid  option. 

issue  them 

.  General  knowledge  of  institution's  needs  and 
personnel 

.  Knowledge  of  state  guidelines  as  they  apply  to 
institutional  purchases 

O 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data  i  People    I  Things 

Data    1  People    [  Things 

Reas.    1  Math.     |  iang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4      1      lA       1  lA 

90       1      5  Is 

4         1       3         1  3 

goal; 

OBJECTIVE; 

TASK;  Evaluates  and  examines  bid  offers  in  contracts  and  requisitions  from  various  companies,  using  a  desk 
calculator  and  own  knowledge  of  companies,  their  products,  and  services,  following  state  guidelines/ 
in  order  to  decide  which  offer  is  of  the  best  quality,  at  the  best  price. 
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c 

o 
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N 

« 
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o 
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PERFORMAMCE  STAKPARDS 

DESCRIPTIVE; 

.  Decision  is  the  most  advantageous  for  the  institu- 
tion^ and  based  on  good  judgment. 

.  Calculations  are  accurate  and  present  an  exact 
picture  of  the  advantages  and  disadvantages  of  Che 
bids. 

.  Decision  is  in  accordance  with  state  guidelines. 
.  Decision  is  reached  in  a  reasonable  atnount  of  time. 

HUMERICAL; 

.  Over  X  period  of  time^  at  least  WS  of  worker's 
decisions  are  received  favorably  by  institutions 
involved  in  contract  and/or  requisition. 

.  Over  X  period  of  time^  no  loore  than  X  number  of 
errors  and/or  omissions  are  discovered  in  worker's 
calculations. 


TRAINING  COlTTEHt 

FUNCTIONAL; 

.  How  to  use  desk  calculator 

.  How  to  calculate  figures 

.  How  to  evaluate  data  and  draw  conclusions 

SPECIFIC: 

.  Knowledge  of  office  calculator 
.  Bids  to  be  examined 
.  Companies  making  bids 

.  State  guidelines  for  purchases  and  contracts 
.  How  to  apply  state  guidelines 


o 


PERFORtrtNCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


D.itA   i  People    1  Thln^^s    j     DAta     1  People    (  Things 

E    Rca^.    1  Math.     (  Lang. 

1 

W.  F.  -  LEVXL           j        W.  F.  -  ORIENTATION 

INSTR,                     C.  E,  D. 

TASK  NO. 

h       1      h              3  h 

A.B.22 

GOAL: 

OBJECTIVE; 

1 

TASK;  Eeviewa  requeBtB  for  partial  contract  payments,  determinine  whether  the  request  is  accurate  in 
relation  to  the  work  completed  to  date  in  order  to  determine  whether  to  approve  partial  payment. 

PERFORMANCE  STANDARDS 

TRAINING  COirCENT 

DESCRIPTIVE: 

PDNCTIOHAL; 

> 

c 

0 

t   Accurately  recomputes  the  amount  of  payment  for 

voidc  coinpXeted  to  date. 
*   Partial  payuientB  axe  consistent  vith  contract 

terms. 

^   ¥odC6  vith  reasonable  amount  of  epeed*. 

^   Ehovledge  of  contracts  and  contracting^ 

practioes/procedures. 
*    How  to  determine  accurate  payment  for 
completed  work. 

> 

c 

c 

NnMERIClL; 

SEBCIITC; 

o 

O 

o 
3 

*    In  X  time  no  more  than  X  errors  in  approved 
partial  paymenta. 
ilvaye  follows  contract  terms* 

^    Knowledge  of  specific  contract  terms'*' 
*    Knowledge  of  the  progress  on  the  specific 
project. 

* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

_pata   I  People    |  Things 

Data    1  People    \  Things 

g    Reas.    I  Math.     \  Lang. 

OblGCtivc    1    Coal     1       Organizational  Unit 

W.   F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.      1                  G.  E,  D. 

TASK  KG- 

SB     1     U      1  U 

U     1      k      1      U  3 

A.B.23 

GOAL; 

OBJECTIVE: 

^ 

i 
s 

. 

TASK:    Plans/da termineB/organisseB  the  accounting  procediJxeB  and  the  filing  syetem  of  the  accounting  section 
of  the  inatitutioni  applying;  laiowled^  and  e3q>erience  of  accomitin^  syetemBi  office  iDacMneB« 
biidineBB  adminiBtration  practiceBi  in  order  to  facilitate  the  beBt  accounting  system  for  the 
institutioni  and  have  recordB  and  accountB  readily  available  for  auditB. 

PERFORMANCE  STANDARDS 

INSCRIPTIVE; 

*  Accurately  detexmineB  the  beBt  accomtiiie  syBtem 
to  facilitate  tJae  In^titution^B  accounts  and  its 
volume  of  buslnesB. 

*  Plan^i  thft  mosi:  Af*f*if»i Ar*+  svBtem  of  ACCouni^iiur. 

*  Dhe  accoijtnte  are  clear  and  can  be  easily  audited 
vith  the  Hies  arranged  so  verification  of 
accottnts  is  r^id* 

*  Facilities  available  are  wed  in  the  most 
efficient  manner. 

KUHERICiLt 

*  F^wer  than  X  coinplainte  are  received  from 
auditors  about  the  arrangement  or  the  difficulty 
Of  axiditing  tbe  accounts  of  the  institution* 
leaver  than  X  delaye  per  axtdlt  beoatise  the  filing 
of  vaucbera  and  verification  of  acoounta  axe  not 
readily  available* 

*  Fewer  Ulan  X  experts  in  tto  field  disagree  vlth 
Hhe  syetem  of  accoimting. 

TBATNTNG  CONTE.MT 

FOHCTIONAL: 

.    Knowledge  of  accounting  practices  and 

procedures. 
.    How  to  drganize  a  system. 

&10lAfidce  of  aACountilUP  mar-Vtina*  B  •TiiTif'+i  nriB 

and  operation. 

*  Knowledge  of  l^usinesB  admioiBtration  prac-^ 
tices. 

SPBCIFICt 

*  Knowledge  of  audit  requireinenta* 
Knowledge  of  the  volume  of  budiness  carried 
out  by  the  inetitution* 

.    Specific  facilities  and  machines  available 
"  at  the  institution*  ' 

1 

1                             PERFORMANCE  STANDARDS                                                              TRAINIKG  CONTENT 

ERIC 


Data   1  People    I  Things    |     Data     |  People    \  Things 

Reas.    t   Hath^     )  Lang. 

V7.  F.  -  LEVEL                         F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

h    \       2      1      lA      1      80%    1       15%   1  5% 

h 

h            3      I  h 

A.B.  2h 

GOAL: 

OBJECTIVE; 

TASK;  lists  past  expenditurest  indicates  ch^n^  in  unit  costt  specifies  ainount/quantity  anticipated  for  use 
in  annum  period,  baaing  expectations  on  projection  of  past  use  and  future  needs  and  contacting 
dapa^lanont  heads  for  special  needs/priori ty/additional  needs/etc,  in  order  to  collect  infoimation 

for  use  in  budget  preparation,  requests  for  Federal  grants. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

lESCEIPTlVEt 

PGNCTIOKAL; 

.  c 

« 
o 

c 

U3 
IhI 
O 

.   Voilcer  ia  thorou^,  uses  common  sense  in  corapiliaog 
data  perti3:ient  to  giving  an  accurate  picture  of 
the  institutional  projected  need  for  equipment/ 
supplies/repairs* 

«    Changes  in  imit  cost  are  acctirately  recorded. 
Projection  of  future  needs  is  based  on  reasonable 
assui^ptions,  accurate  assessment  of  institutional 
needs. 

.    How  to  compile  accurate  accounts  from  a 
variety  of  sources. 

Hovr  to  project/estimate  expenditure  needs 
on  the  basis  of  past  use/requests. 
How  to  make  priority  decisions. 

B 

v: 

NUMERICAL: 

SRBCIFIC: 

O 

o 

a 

u 
o 

^ 

,    In  X  time,  fewer  than  X  number  of  errors/omissions 

in  list  of  past  eaqpendi tares. 
.    In  X  tiiDe,  expenditures  during  year  is  vithin  ^ 

of  voiflcers  projection  at  least*  3p6  of  time. 

.    Sources  of  information  about  past  expendi- 
tures. 

.    Budget  realities  of  the  institution. 
.    Relative  growth/responsibiliiy/prioxity  of 
each  department. 

/ 

PERFORMANCE  STANDARDS 

TRAIKIKG  CONTEKT 

ERIC 


Data   1  People     1  Things 

Data     1  People    \  Things 

1 

Reas.    1   Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

1^     i      U      1  lA 

5           5     t  ^ 

A.B.  2$ 

GOAL; 

objective; 

TASK:   W-scuases/talks/confers  vith  members  of  specific  legislative  coimnittees  concerning  a  Bureau's  budget 
or  legislative  proposal^  describing/discussing  agency  program^  problemsje:xpectations>  in  order  to 
sharpen  legislator*'  imderstanding  of  the  need  for  and  the  support  of  such  legislation. 

PERFOKMAKCE  STANDARDS 

TRAINING  CONTENT 

IlBSCBIFTlVhIt 

PONCTIOKAL; 

> 

*M 
C 
ID 

i  c 

o 

N 
C 

*  Voxker  is  axtloulate  and  oonrprehenslve  vhen 
consulting  with  legislators* 

*  Understand  Bureau's  purpose^  goalSj  objectives 
veil  enou£^  to  anaver  questions  to  legislators' 
satisfaction* 

*  Knowledge  of  legislative  process* 

*  How  to  convey  information  clearly  and 
answer  questions  about  presented  sxibjects. 

.    How  to  be  convincing* 

*  Thorougji  knowledge  of  program  practice  and 
philosophy. 

i 

c 

<3 

£f 

O 

NDMEBICALt 

SFESCIFICt 

#-£ 
<3 
C 

o 
o 

O 

*    No  more  than  X  coinplaints  over  X  period  of  tiste 

that  voztor's  discussion  >ra3  xmclear  or  illogical* 

*  Bu3:aau*s  budget  and/or  legisla^tlve  ^requests 

-  and  yt][y  they  are  necessary 

*  Purpose »  soaXBf  ol^jeotives  ot  the  specif io 

Bureaus* 

*  How  to  best  relate  to  the  legislative  body* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

1     Objective     |    Coal          .  Organizational  Unit  I 

Data    1  People    |  Things 

Data     1  People    |  Things 

Reas*    1  Math*     |  Lang* 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR* 

G.  E.  D.  / 

TASK  NO. 

5B      1     4A  lA 

55        1     45         1  5 

4 

4         1     1  14 

A.C.  11 

GOAL: 

OBJECTIVE: 

ADMINISTRATIVE  INFO*                                               '  \  " 

TASK:  Develops^  plans^  discusses  with  workers  from  staff  and  line  offices,  an  internal  coEnmunication  system/ 

network,  designed  to  share  current  operational  information  broadly  within  the  sub^'units  of  the  agency 
in  order  to  keep  all  units  up-to*date  on  activities  within  the  agency*  / 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

•  Plans  enable  convnuni cations  among  all  agencies  in  the 
department . 

.  Plans  are  realistic. 

.  Plans  are  developed  in  a  reasonable  amount  of  time* 

*  Coordination  is  effective* 

^  Supervisor  (Director)  approves  of  plan* 

.  Over  a  specific  period  Af  time^  fewer  than  X  com* 

plaints  from  perspnnel  that  plan  is  not  effective* 
^  Peers/co^vorkers  report  their  ideas/suggestions 

given  consideration       of  the  time* 

TRAINING  CONTEND 

FUNCTIONAL: 

.  Knowledge  of  small  group  decision  making  process 
.  Knowledge  of  techniques  of  data  collection  assess- 
ment/analysis 
»  Knowledge  of  organizational  management 
,  Knowledge  of  communication  systems 

SPECIFIC; 

*  Internal  restrictions  to  communication  among 
agencies 

»  Need  for  communications  in  the  department 
^  Knowledge  of  agency  S*0*P.  regarding  ccnmmjttica* 
tions 

PERFORMANCE  STANDARDS                                                                   TRAINING  CONTENT 

i    1  Data    !  Fcoplo     j  Tilings 

Data       People    {  Tilings 

j    Rcas.    I  Math.     (  Lang* 

1            V.  F.  -  tEVEL 

W*  F.  -  ORIENTATION 

INSTR.     1                G.  D* 

TASK  NO. 

r 

1     ^      1       lA      1  lA 

90%           5%    1  5% 

i*       1        k      \        2        [  k 

A*C*  12 

; — 

OBJECTIVE: 

* 

r 

TASK:    Determines/decides  viiat  topics  will  l^e.  discussed  and  the  order  in  vhich  they  will  be  addressed^ 

considering  prol^lems  of  mutual  concern  and  poasi'ble  solutions  to  them  "basing  decision  on  a  knowledge 
of  cmrrent  imit  functxoningj  leaving  opportunity  for  inclusion  of  items  from  floor>  in  order  to 
estaljlish  the  agenda  for  a  staff  meeting* 

PERFOmNCE  STANDARDS 

TRAINING  CONTENT 

IffiSCRIPTIVEj 

-  i 

PDNCOTIOHAl: 

> 

*J 

w 

5 

:  « 

.    Agenda  covera  topics/pa*oblems  of  ma^or 
significance* 

*  Agenda  is  logical^  orderly^  and  comprehensive* 

*  A^nda  is  planned  well  in  advance  of  tile  maetin^* 

NUHBRICAL: 

*  Enowledg©  of  organizational  principles*  how 
to  plan  an  agenda* 

*  Hov  to  determine  problems  of  mutual  concern 

to  p$T:0ons  ot  varioxie  interested 

*  Knowleflge  of  group  leadersMp  techniques. 
SEBCIPIC: 

> 

p 

o 

c: 
o 

> 

4pI 

c 

*  Ho  more  than  X  complaints  from  staff  that  agenda 
omitted  a  major  problem  they  wanted  aired  over 

X  period  of  time* 

*  Ho  meetings  have  to  be  cancelled  because  of 
inadeq^uate  or  poor  preparation* 

.    Purpose^  goals»  ol^jeotives  of  the  unit. 

special  problems/topics  vhioh  need  to  be 

discussed  during  meetings* 
^    StA££^sxde&s>  feelings^  and  nnitual  problem 

areas. 

*  *  * 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

rata  i  Prorlt*    i  Things 

Data    1  Fcople    |  Things 

\    Reas.    1  Math,     |  Lang. 

F.   -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.                          G.  I>. 

TASK  NO, 

■ 

5!b   I       s;     1  lA 

\x     \       5            3       1  \x 

A.C..  1^ 

OBJECTIVE: 

iASK:   Leads/directs  a  general  staTf  meeting>  assigning  jresponsibility  for  projects  and  reports  to  various  ^ 
per8ons>  discussing  specific  work  problemB>  aaking/answerinf  questions  to  clarify  lssues>  restating 
the  g^eral  aims  of  the  vork  group  eind  outlining  new  procedures  or  policies>  in  order  to  promote 
intrar* staff  comnnmi cations  and  work  toward  the  solution  of  problems* 

P£EFORMt\NCE  STANDARDS 

TRAINING  CONTENT 

BBSCRIPriVEj 

ITOICTIONALl 

> 

i 

^: 

*  Meeting  is  vell-organized>  covers  all  major  topics> 
and  is  cOD^pleted  in  a  tijuely  Bannerf^ 

*  Each  person  is  allowed  to  speak  and  contribute* 
^    Vozlcer  makes  sure  everyone  understands  what  Is 

being  discussed  before  expecting  them  to  work* 

*  Khowled^  of  principlea  and  techiilques  of 
puDiic  ajpQuJiiStration* 

^    How  to  lead  a  staff  meeting* 

*  How  to  select  priority  topics  from  a  mass  of 
t     data  to  discuss/research* 

*  How  to  woik  wii^  a  gx^oup  to  solve  problems* 

*  ^  Knowledge  of  principles  of  participative 

management*                             *  * 

■  i— 
cr. 

1 

< 

i 

• 

c 
o 

> 

:  XJ 

*  Over  X  period  of  time>  no  more  than  X  com[plaints 
from  stQ^xvlsor  that  topics  discussed  were  not 
significant  or  that  conclusions  dravn  vere  not  in 
keying  vith  poli<^* 

*  07ex  X  period  of  time>  no  more  than  X  complaints 
^com  eubordtnates  -bhat  ^ey  do  not  undemiand  hov/ 
^Hbat  is  being  discussed  in  staff  meetings  applies 
to  their  vo3^t 

*  Over  X  period  of  tiinej  no  more  than  X  complaints 

from  subordinates  that          liad  a  signifioazxt 

con'brlbution  to  make  to  the  diecuseion  and  were 
not  allowed  to  speak* 

SPECIFIC i 

»    Puzpose>  goals>  objeotives>  and  ciirrent 
functioning  Of  woidc  unit* 

*  Individtial  worker^  e  areas  of  responsibility  and 
levele  of  unde37dtanding^ 

*  S*0*P*  for  etaff  meetings* 

*  New  procedures  or  policies.  ^ 
%^  ? 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERiC 


\ 

Dat-i    t  Fccplc     i  Thtr^is 

Data     (  People    t  things 

fi    Rons.    1   Math.      1  Lang. 

— r 

i 

W.  r,  •  LEVEL 

V.  F.  -  ORIENTATION 

INSTR.                      G.  E.  D. 

TASK  NO. 

j 

5B     1      5        1  lA 

30?6    t      65^    1  5^ 

U       1      U        1      3  h 

A*c*  m 

COAL: 

OBJECTIVE? 

1 
i 

i 
t 

TASK:    Assl£^  aad  disjecta  voxk  activities  of  Peraonnel  Department  office  staff  ejcplaining  and  disctissin^ 
VDridoad  priority,  criteria  to  be  met^  reality  conditions^  available  resources^  and  time  limitations 
vith  thei^  basing  assignments  on  ©valuation  of  vork  load  and  competencies/strengths  of  workers,  in 
order  to  insmre  completion  of  woifc  activities  according  to  objectives  and  quality  standards  of 
Personnel  department* 

PERFORMA^•CE  STANDARDS 

TRAINING  CONTENT 

> 

=3: 

i 

FGKGTIONALt 

,  ^ 

5 

JJ 

u 

O 

«^   Instrootions  are  clear»  complete »  concise  and 
adapted  to  individxml  needs  of  worker. 

*    Beqxdrements  of  assigned  tasks  are  in  reasonable 
relation  to  voi^er^s  abilities  and  work  load* 

■ 

*  Knowledge  of  iBanagerial  ^lls* 

*  Knowledge       personnel  administration/techniques 
practices/procedures  * 

*  How  to  describe/explain  tasks  and  performance 
requirements* 

.    How  to  relate/compare  task  to  meet  deparianent 
Objectives* 

*  How  to  adjust  structural  elements  to  meet 
worker  needs  and  levels  of  coii^tnece 

< 

. 

KUHEBIOAL: 

r; 
O 
(J 

> 

u 

o 

*  Over  X  period  of  time^  fewer  than  X  complaints 
from  voifcers  that  instructions  weiw  unclear, 
incomplete  or  that  performance  requirements 
could  not  be  met  because  of  lack  of  resources* 

*  Less  than      of  assignments  do  not  meet 
standards* 

*  Department  supervisory  guidelines  and  standards* 

*  BepartQient  objectives  and  criteria  for  meeting 
Objectives* 

1 1 

r                              PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

OatA   t  People    1  Things 

Data     1  People    {  Things 

1 

Rcas.    1  Math.      \  Lang* 

r.  -  LEVEL 

-  ORIENTATION 

INSTR. 

TASi;  NO. 

$B     \                1  lA 

k                  1              k  \ 

A.C.  l5 

GOAL ; 

OBJECTIVE: 

TASK;    Communicates/interacts  with  department  heads>  within  purview  of  agency  .mission  or  eoal>  clarifying 
problem  situations  as  they  arise>  asking/answering  questions  until  issues  are  clear>  establishing 
priorities  of  ol3;}ectives>  reallocating  resources  among  departments^  responding  to  special  needs  or 
requests  as  current  situation  and  agency  policy  permit^  in  order  to  promote  effective  coordination 
between  departments. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

2;' 

BESCRIPTIVB: 

FDNCTIONAL: 

,  c 

c 
c 

N 

c 

.    Coordination  of  deparlments  is  effective  and  well 
planned. 

.    Wolker  is  sensitive  to  the  needs  of  all  depart- 
ments . 

.    Relations  with  other  units  is  based  \iPon  reason- 
able assessment  of  unit  responsibility^  prioritiei 
in  relation  to  hospital  capabilities. 

.    fiiowledge.^f  supervisoiy/managerial  skills. 
.    How  to  communicate  effectively  with  s\iperiora> 

co-woikers>  subordinates . 
.    How  to  rationally  discuss  problem  areas. 
.    How  to  assess  unit  priorities  in  terms  of  total 
1        agency  responsibility. 

.    Knowledge,  of  Publio  Administration. 

1 

< 

si 

o 

NQHERICiL: 

SEBCIFICf 

Objective    |  Coal 

.    In  X  time>  fever  than  X  number  of  misunderatand- 
Ings  between  departments  or  .between  department 

and  admlnis^teation. 
.    In  ^  tijiie>  fewer  than  X  number  of  complaints 

about  lack  of  coordination  between  depar'faDents. 

> 

.    igency  responsibility/capability. 

.    Tftiit  responsibility/capability. 

.    Personality  of  department's  heads>  lines  of 

respons  ib  il ity . 
.    Needs  of  unit>  desires  of  subord^inates. 
*v 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Pjta    \  Tvor^^     i  Things 


Vata     I  People     {  Things" 


Roas  >    )   Math .      )  Lang. 


F.  -  LEVEL 


W. 


I 


lA 


70%  j 


F.  -  ORimATION 


INSTR. 


G.  E.  B. 


TASK  NO. 


T 


A.C.  16 


00 


OBJECTIVE: 


-^^iTi      Flans /decide  3  tile  me  tilods /sequence  of  procedmres  for  amy  phyBlcal  chan^s/reorganizationB  of  entire 
staff  (i.e,>  xemodeling>  additional  telephone  lines>  eq.uipinent>  etc.)  following  layout  of  approved 
reorganization  plan>  comntunicatin^  vitii  various  service  personnel>  accepting  bida  ^en  necesaary> 
working  within  Imdget  and  time  liinitations>  and  adapting/modifying  plana  as  changea  in  situations 
require>  so  as  to  coordinate  the  activitiea  of  .the  various  personnel  ^d  thereby  facilitate  a  smooth 

 change  in  Hie  physical  sxirrounding  of  tile  office*  


J  c 

tr 


( > 


lO 


PERFORMANCE  STANDARDS 


liBSCHIPTIVE: 


activities  are  coordinated  vitii  a  TnTniTm-mt 
aiQount  of  inconvenience >  loss  of  efficiency  to 
staff- 

Time  and  mon^  aasesso^nts  axe  accurate* 


MUMEEIGAL: 

*  No  more  than  3^  of  staff  coniplain  of  excessive 
inconvenience  or  loss  of  efficiency>  due  to 
woiScer's  plans. 

•  No  cost  overruns. 


TRAINING  CONTENT 


PDNCTIONAL; 


.    How  to  d€^fi3ae  objectives  and  scope  of  work* 
•    How  to  choose  between  different  means  to 

obtain  objectives, 
.    How  to  adapt  plans/procedures  to  fit  new  time/ 

budget>  etc*  requirements. 

SEBCIFrG:  • ; 

■  •    Knowledge  of  local  restraints  in, relation  to 

goals  of  project, 
,    Knowledge  of  siapervisor^s  instructions;  e,g,> 

time  allowed>  resoiirces  needed>  results 

eocpected* 


PERFQR>aNCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


n-itii   1  P<?onlc    i  Things 

Data     1  People    i  Things 

1 

Reas*    t  Math*     [  Lang* 

1 

r 

1 

V.  r.  -  LEVEL 

F.  -  ORIENTATION 

INSTR- 

G*  D* 

TASK  XO. 

■  U   i     5       1  U 

5 

5      t       2     !  it 

A»C»  17 

CCAL! 

OBJECTIVE: 

TASK:  Examines/disciisses/evaluates  County" level  service  operations  vith  Comty  Staffs  reviewing  records^ 
assessing  priori ties>  vorkloads^  identifying  mimet  objectives^  etc*>  drawing  upon  agency  policy 
directives^  own  knowledge  and  e^erience  with  County  operations  and  the  success/failures  of  other 
counties  in  the  axea>  in  order  to  determine  the  operational  efficiency  and  productivity  of  County 
service  operations. 

PERFORMANCE  STANDARDS 

TRAINING  COMTENT 

*v 

:  C 

o 

lESCBIPTIVEs 

.    ^Fhorougjily  reviews  ohjectives^  needs^  manpower 
of  County  operation  prior  to  meeting  County 
staff. 

*  Sensitive  to  the  opinions  of  the  County  staff* 
open  to  their  views  about  priorities^  needs. 

*  ^plies  own  experience  to  known  objectives  after 
considering  advice  of  County  staff* 

KUHERICALs 

TTJNCTIONALs 

.    How  to  as,^ess  operational  production  in  terms 

of  objectives  and  manpower. 
.    How  a  County  Social  Service  operation  is 

supposed  to  function* 
*    How  workloads  ape  distributed  in  a  normative 

situation  in  a  Social  Sejnrlce  office* 
.    How  to  relate  other  experiences  to  the  problem 

at  hcTid.                                    "  * 
SPECIFICS 

> 

< 

■  * 

« 

o 

> 

C> 

J 

1  o 

*  In  X  timet  fewer  than  X  number  of  coiiplaints 
from  County  staff  that  worker  failed  to  consider  " 
their  views. 

•  Bevlew  of  county  operations  coiqileted  at  least 
X  times  per  X  time* 

*  Reality  conditions  of  the  County  office  (man^ 
power»  caseload^  et6*)* 

*  Experience  of  staffs  supervisor  of  woj^rs. 

*  Problem  areas* 

.    Knowledge  of  agency  policy  sta'^ments /manuals » 
>  yxogram  dixectives*               ,  ♦ 

1 
t 

t  

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

o 


Data    (  PfopiC     i  Tilings 

Data    1  People    {  Things 

\    Reas*    1  Math*     |  Umg* 

.-.   -  LEVEL 

F*  -  ORIE^TTATION 

INSTR-                        G-  E.  D- 

TASK  XO. 

U       1       U        1  U 

S      1      1*     1     2  U 

A.C.  18 

OBJECTIVE: 

TASK:  Prepares/vrites  memos  to  subordinates^  delineating  new  pxocedures  in  order  to  notify  einployees  of 
the  t^dated  procedures  to  follow* 

PERFORMAKCB  STAIIDARDS 

TRAINING  CONTENT 

IISSCRIPTIVE: 

PDNCTiaHAL: 

>w 
C 

c 
c 

.    Hemos/reports  axe  clear  and  comprehensive  ^ 

covering  all  the  pertinent  changes  that  need  to 
be  made. 

.    Memos  axe  prepared  in  time  to  coincide  ^th  the 

implementation  of -new  programs  and  procedures. 
.    K&mos  axe  ea&y  to  understand. 

.    Sow  to  describe  ^  in  writings  procedures  pertain- 
ing to  specific  activities. 
.    Knowledge  of  program  procedures/operations* 
.    Hbw  to  write  clear»  concise  memos. 

> 
< 

c 
* 

c 

SEEiCIFIC: 

Objective    j    Goal  | 

.    In  X  timer  fewer  than  X  coi^plaints  are  received 
from  employees  using  the  memos^  that  they  axe 
unclear  or  difficult  to  follow. 

.    {Ehe  memos  cover  all  the  new  chazigeB  as  they 
occur* 

.    In  X  time»  fewer  than  X  incidents  occur  where 
confusion  is  caused  because  the  memos  were  not 
prepared  on  time. 

,   Knowledge  of  specific  changes  made  in  the 
system  to  facilitate  changes  in  programs/ 
regulations. 

.    Knowledge      pxogram/regulations/changes  as 
they  apply  to  specific  program. 

.    Vhen  changes  shoiLLd  go  into  ef^ct. 

r 

L., 

PERFORMANCE  STANDARDS 

TRAINIKG  CONTENT 

ERLC 


Data   1  People    |  Things 

Data     1  People    {  things 

Reas.    t  Math.     \  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

5B     1    5  lA 

,50                  45        1  5 

5 

5  1  3  1  4 

A.C.  19 

GOAL! 

objective: 

TASK:  Assigns  certain  duties  to/consults  with/gives  direction  to  staff  members  of  agency/unit  making 

decisions/giving  advice  on  procedural  and  technical  levels,  based  on  own  knowledge  of  the  purpose,  ^' 
goals,  objectives,  policies  and  procedures  of  the  agency  and  available  manpower  resources,  in  order 
to  efficiently  coordinate  activities  and  programs. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEirt: 

B 

o 

4J 
t6 

d 

CD 
M 
O 

o 

.5 

O 

DESCRIPTIVE: 

•  Agency/unit  is  well  coordinated  and  directed. 

•  Direction  is  based  upon  an  accurate  assessment  of 
the  priority  of  needs  within  the  department  and 
manpower  resources  available. 

.  Directions  are  clear,  logical* 

NUMERICAL; 

.  No  more  than  ^  complaints  in  X  days  from  subordi- 
nates that  vorKer's  directions  are  unclear, 
illogical. 

.  Over  X  period  of  time  agency/unit  functions  up  to 
agency  standards,  expectations       of  the  time. 

< 

1 

FUNCTIONAL: 

.  Knowledge  of  techniques  of  manpower  utilization 
.  How  to  coordinate/supervise  a  unit's  activities 
that  entail  various  programs/projects 

SPECIFIC! 

.  Purpose,  goals,  objectives,  policies,  and  proce* 

dures  of  the  agency 
•  Functions  of  each  staff  member 

.  Manpower  resources  available 

CO 

H 

< 

e: 
c 

0 

— 

7ERF0RMANCE  STANDARDS 

TRAINING  CONTENT 

ERLC 


to 


Data   (  People  Things 

Data    (  People    |  Things 

f 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  *  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO. 

SB     I      lA  lA 

90               5        \  5 

6 

5        I      3         I   '  5 

A,C.  20 

GOAL; 

OBJECTIVE; 

TASK;  Evaluates  alternative  methods  of  supervising/rating  county  service  operations,'  judging  reliability 
and  validity  o£  each  method  and  its  relation  to  overall  objectives  in  order  to  formulate  a  plan  £or^ 
use  in  surveying  county  service  delivery  systems.  / 

k 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ADMINISXRAriVE  INFO.  | 

Objective        Goal     j    .  Organizational  Unit 

descriptive: 

.  Thoroughly  examines  all  administrative  tools  with 
regard  to  their  accuracy  in  reflecting  the  effective* 
ness  of  county  service  delivery  systems. 

.  Evaluative  plan  developed  in  such  a  way  that 
required  data  is  obtained. 

.  Worker  is  sensitive  to  the  shortcomings/benefits 
of  all  too 1 s  u sed  in  s urvey . 

NUMERICAL? 

.  In  X  time,  fewer  than  X  number  of  complaints  that 
county  director  cannot  understand  the  way  in  %^ich 
the  county  operations  are  being  evaluated. 

.  Upon  review  supervisors  agree  that  plan  used  by 
worker  to  evaluate  counties  is  valid  and  helpful. 

FUNCTIONAL; 

.  How  county  operations  function 

.  How  service  objectives  apply  to  county  operations 
.  Principles  of  good  management,  accountability 
.  How  to  evaluate  programs 

.  How  to  develop  a  general  plan  to  rate  county 
operation,  provide  for  individual  circumstances 

.  Knowledge  of  social  service  delivery  methods/ 
systems 

SPECIFIC! 

.  Objectives  of  each  county  operation 
.  Budget,  manpower  for  each  county  ^ 
.  Lines  of  responsibility,  accountability  for 
each  county 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


CO 


Data   1  People     |  Things 

Data     1  People    {  Things 

ReaSt    1  Hath.     |  Lang. 

W.  F.  -  LEVEI* 

W.  F.  -  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO. 

5B     (       5          1  lA 

55              40      1  5 

6 

5       1      1         I  5 

A.C.  21 

GOAL! 

OBJECTIVE: 

TASK!  Develops/interprets  changes  in  administrative  policy,  in  discussion  with  county  administrators, 

exploring  needs  and  giving  technical  advice  pursuant  to  implementing  changes  in  county  operation. 
In  order  to  ensure  the  efficient  transition  to  new  operational  structure* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

o 
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fO 
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>^ 
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DESCRIPTIVE: 

.  Worker  is  aXert  to  adotlnistrative  needs  of  the 
county  unit,  quick  to  respond  positively  during 
transition  periods. 

.  Explores  training  needs  for  the  county  office  that 

vill  facilitate  the  change  period. 
.  Supports  the  actions  of  the  County  Director,  using 

tact  in  suggesting  changes. 

NUMERICAL  j 

.  In  X  times,  fewer  than  X  number  of  instances  when 
county  offices  have  administrative  problems  which 
the  worker  had  not  foreseen  and  attempted  to 
resolve. 

.  In'X  time,  fewer  than  X  number  of  complaints  from 
County  Directors  that  worker  failed  to  anticipate 
training  needs  for  the  development  of  staff. 

FUNCTIONAL: 

,  Hov  to  administer  a  county  program 

.  How  to  identify  training  needs  in  response  to 

program  policy  changes 
.  How  to  facilitate  transitions  to  new  programs 
,  How  to  work  with  County  Directors,  assisting 

them  to  implement  new/altered  programs 
.  How  to  give  technical  advice  clearly  and  con- 
cisely 

SPECIFIC: 

.  Present  operation  of  county  office 

.  Goals,  objectives  of  new  structure 
.  Personality  of  County  Director,  staff 
.  Objectives^  barriers  to  new  program 

1 

1 

(— 

■< 
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s: 

O 

PERFORMANCE  SXKNDARDS 

TRAINING  CONTENT 

ERIC 


1  f 

i 

— 1  

1 

-  LEVEL 

1 

G,  E.  D. 

1  TASK 

1 

:       $       1  U 

! 

1 

40%      1  ^ 

'  5 

5 

1  2 

.  1^ 

A.C. 

22 

1  i  GCU:                                                           i  objective: 

;  1 

1  1 
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; 

1  TASK;  Implements  action  plan  (uaxjally  In  conjimction  vith  leadership  cadre)  as  developed;  stqpervlsicjr 
j   1           steps  as  they  axe  caxried  out»  encouraging:  grox;^  members^  and  making  minor  adjuatmente  in  the 
,   {           plan  as  needed^  evalxiating  the  response  to  the  activity^  and  in  consxiXtatiou  ^th  other  leaders^ 
authorizes  major  revisions  in  the  plan  within  the  lindtationa  of  applicalde  lav/agency  policy^ 

i           in  order  to  achieve  the  ob;Jectires  of  the  plan« 

!                                                              -  - 

TRAI15IKG  CO>rrEXI 

1  ! 

[  \  leSCRIFTIVS: 

<    J    •    Bralt^tion  of  responses  to  planned  activity 
'^t        ia  xealiatic  and  ol^jective. 
j:§|    •    Vox3cer  ie  alert  ^or  the  need  for  changes  in 
iSbe  plan. 

.    For  major  changes^  wxker  discuases  the 
Bituation  vifh  other  leadera,  as  possil^le. 
jc  ,  •    Vo^cer  glvBS  cn^the^apot  a^port  to  group 
j.t:J  members* 
\>A 

:  r  NOMEStlCALt 

l^j  *   Fewer  12ian    couplainta  that  major  changeB 

!            in  the  plan  were  not  discuseed  vith  co^leadera^ 

J.  *   Han  achxevee  objectivee  at  least  ^  of  time. 

i    T  ' 

ITINC!PIOSAL: 

•  How  to  iii[p3>ement  planned  activity* 

•  How  to  assess  reaction  to  an  on'^^going 
process  or  plan. 

.    How  to  adapt  to  unplanned  eventualities. 
.    How  to  siq)port»  encourage  groi;^  members. 

.    applicable  lava,  agency  policy  as  related 
to  the  task* 

*  Attitude  of  group  mem^ers^  community. 

*>  Objectives  of  the  plan. 

*  Consequencee  of  failure. 

M      -     ^                   PERFOR>tiNCE  STAiiDARDS                                                                 TRAINING  CONTENT 

ERIC 


T':.in^:^^     j     Data     {  People     (  T'titi^;^ 


LEVEL 


4- 


-  ORIENTATION' 


INSTR- 


G.  E.  D. 


TASK 


I  lA 


A.C.  23 


CSJECTIVEi 


I 


TASK:   De tenoines /dec ides /iinplements  policies/procedures  of  the  depariiaent  library,  using  omx  knowledge 
and  skill,  in  confoimance  with  overall  agency  policy /direction  giving  guidance  to  workers  in 
proper  cataloging,  shelving,  and  acrrangement  of  materiSals,  relying  on  an  imderstanding  of  library, 
science^  in  order  to  facilitate  the  smooth  operation  of  the  department  library. 


i 


DESCRIPTIVE: 

.    Procediares  are  consistent  vith  good  library 
operation. 

.    Worker  is  courteous  and  pleasant  ^en  givin^^; 

assistants  guidance. 
.    The  libraiy  organization  facilitates  efficient 

retrieval  and  location  of  materials. 


p  KUMERICALt 


i  i 


a 


In  X  tiiii6»  fewer  Oban  X  conrplainta  tvom  workers 
that  the  procedures  are  difficult  to  follow. 
In  X  tijne^  fewer  Omn  X  coniplaints  ftom  library 
clients  that  the  libraiy  is  difficult  to  use^  etc. 


TRAINING  CONrr£>?T 

POHCTIONAl: 

*   T&iderstanding  of  library  science. 
.    How  to  supervise  library  aides. 

SPECIFIC; 

.    KhoiAedge  of  the  library  clientele  and  how  the 

libraocy  can  serve  them. 
.    Eho^edge  of  space  available. 
.    Knowledge  of  the  volume  of  material  that  must 

be  handled. 

.    Knowledge  of  departmental  library  policy 
procedures. 


r  \ 


PERFORMAKCE  STANDARDS 


TRAINING  OpNTEST 


Objective    I    Goal      |       Organizational  Unit  I 

Data   1  People    |  Things 

Data    1  People    \  Things 

Reas.    1  Math.     }  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E,  D. 

TASK  NO, 

4      1       lA        1  lA 

85      !      5          i  10 

5 

sills 

A.D-9 

GOAL: 

OBJECTIVE ; 

ADtamSTRATIVE  INFO.  | 

TASKr  Composes/writes  news  articles  for  state  publications/public  newspapers,  using  information  about  the 
agency>  selecting  information  which  would  be  of  interest  to  the  puhlic>  applying  a  knowledge  of 
creative  writing,  in  order  to  prepare  informative/interesting  articles  about  the  agency  for 
publication. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

.  Articles  are  informative/interesting. 
.  Articles  are  understandable/clear. 
.  .  All  relevant  information  is  included  in  article. 
.  All  information  included  in  articles  is  accurate. 

NUMERICAL: 

.  Over  a  specific  period  of  tiine>  fewer  than  X  com- 
plaints are, received  from  readers  concerning 
^lninteres ting/incomplete  information. 

.  No  more  than  X  complaints' over  X  period  of  time 
that  articles  included  irrelevant  or  inaccurate 
information. 

TRAINING  CONTENT 

FUNCTIOKAL; 

.  Knowledge  o£  creative  writing 
.  How  to  write  news  articles 
.  How  to  select  relevant  information  from  a 
mass  of  data 

SPECIFIC? 

.  Where  to  obtain  information 

.  Knowledge  of  current  interests  of  readers 

.  Knowledge  of  agency  programs 

.  Understanding  o£  Information  to  be  communicated 

PERFORMANCE  STANDARDS                                                            TRAINING  CONTENT 

ERIC 


•-5 


Data     People  Things 

Data    1  People    \  Things 

Reas.    )  Math.     {  Lang. 

tf.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

1               G.  E.  D.  ' 

TASK  NO. 

4     I      3A      1       lA  > 

1       25            70       i  5 

4 

1      4        [       1        I  4 

A.D.IO 

GOAL: 

objective: 

TASK:  Discusses/talks  with  legislative  candidate,  following  agency  policy  with  regard  to  relationships  with 
legislative  members/candidates,  offering  to  assist  him  with  questions  regarding  social  services, 
answering  questions  as  needed,  In  order  to  Infbrm  the  candidate  o£  the  willingness  and  ability  of 
the  agency  to  assist  him  In  handling  questions  about  social  services. 

PERFORMANCE  STANDARDS 

TRAINING  COMTENt 

Objective    ]    Goal     1    .  Organizational  Unit 

DESCRIPTIVE: 

.  Worker  Is  courteous  ,  polite,  and  friendly  In 

all  contacts  with  candidates. 
.  Worker  makes  sincere  effort  to  contact  each 

candidate. 

.  Worker  answers  any  valid,  question  by  candidate 
frankly,  exercising  discretion  relevant  to  the 
ccnriaentiai  nature  or  caseioada. 

NUMERICAL: 

*  In  X  time  at  least  K7.  of  the  candidates  from  the 
area  running  for  a  legislative  seat  have  been 
contacted. 

t  In  X  time,  fewer  than  X  number  of  complaints  from 
candidates  that  worker  was  rude^  unhelpful^ 
unavailable. 

FUNCTIONAL! 

.  How. to  convey  Information  to  others 

.  How  to  develop  constructive  relationships 

SPECIFIC: 

.  How  to  respect  the  confidential  nature  of  area 
caseloads 

.  Extensive  knowledge  of  the  Social  Services 
field. 

.  Names  of  all  candidates  for  legislative  office 
.  Particular  issues  that  are  sensitive  In  time 
reference 

.  Proper  manner  for  State  employee  to  contact 
candidates  of  the  legislature 

? 

< 

. 

PERFORMANCE  STANDARDS 

TRAIKIHG  CONTENT 

1^ 


Data   I  People    j  Things 


Data 


People  {.Things" 


Reas.    I  Math.     |  Langi 


W.  F.  "  LEVfEL 
I  i  lA 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E,  D. 


TASK  NO, 


T 


I 


I 


45 


50 


A.D.ll 


GOAL; 


OBJECTIVE: 


TASK;  Explains/clarifies  the  position  of  the  agency  regarding  specific  situations  of  public  interest  (child 
abuse  cases,  discrimination  cases,  civil  rights  of  clients,  etc.),  to  the  press  and  media  repre-  / 
sentatives,  based  on  knowledge  of  the  policies  and  procedures  applicable  to  the  specific  case,  an^ 
knowledge  of  Federal  and  State  regulations,  in  order  to  increase  the  media  corps*  understanding  of 
the  incident  in  question. 


o 

to 
u 
o 


PERFORMANCE  STANDARDS 

DESCRIPTIVE! 

.  Worker  is  clear  and  articulate. 

.  Worker  demonstrates  thorough  understanding  of  the 
situation  that  is  o£  Interest  to  the  press  repre-^ 
sentatives. 

•  Worker's  manner  Is  courteous,  polite,  and  helpful. 
.  Information  given  is  accurate. 

.  Confidentiality  of  client  Is  protected. 
NUMERICAL \ 

.  No  more  than  X  complaints  from  media  representatives 
about  worker's  manner  over  X  period  of  time. 

.  No  Instances  reported  which  violate  client  confi- 
dentiality. 


o 


> 
o 

O 


TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  convey  information  to  others 
.  How  to  explain/clarify  official  policy 

•  General  knowledge  of  the  agency's  areas 
jurisdiction 

SPECIFIC: 

•  Policies  and  procedures 

.  Knowledge  of  the  specific  situation 
.  State  and  Federal  regulations 

.  How  to  deal  with  press  and  media  representatives 


< 


O 


FERFORMAKCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


CO 


 ^  I  

LaZa    !  People     i  Things 

 n  r  1  

Datft     j  People    [  Things 

1 

\ 

1                                                             L                               4  k 

Reas,    j   Math,     f  Lan&, 

1 

?_  -  LEVEL 

M.  F.  -  ORIENTATION 

G.  E.  D. 

TASK  NO. 

3B   1        2  U 

3 

13,         1       I  U 

A.D.  12 

GOAL; 

OBJECTIVE: 

TASK:    Within  ai;ency  guidelixies,  answers  questions  of  newspaper  reporter  about  agency  Income  Maintenance 
programa  in  order  to  sx^^pOy  reporter  with  .infoiiaation  for  a  story. 

PERFORMANCE  STANDARDS 

TEAIKIKG  CONTENT 

1 

UiBSCBIFTIVE: 

PONCTIONAI.: 

> 

c 

1— < 

o 
a 

M 

c 

.    ¥oiicer's  statements  are  accurate,  cooiplete  and 
thorou^. 

Infoxmation  is  presented  in  a  clear  and  concise 
manner. 

.    Voxtcer  exercises  good  ^Judgement  regarding 
confidentiality  of  infoxmatlon. 

Communication  skills* 
.    Skill  in  intezpersonal  relationships. 

< 

Org 

NDHERICiL: 

SEBCIFIC: 

a 
C 

a 

.    No  worker  violates  agency  guidelines  on 
confidentiality. 

Iiess  than  S6  of  information  given  reporter  is 

inadequate/^clear/exroneous. 

Iiess  than  3^  of  reporters  cosiplain  about  worker's 
attitude/manner. 
.    In  all  cases,  worker  asks  assistance  of  super- 
visor for  those  areas  about  ^^cfa  he  is  unclear/  * 
unceirtain  of  Hhe  information  to  be  given* 

^owledge  of  agency  policy  and  guidelines  for 
release  of  information. 
.    Knowledge  of  agency  Income  Maintenance  program. 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

I 

1 

Dsta   t  PjoplG     j  Titiii5^s 

Diita     [  PaoDlc    t  Things 

1!    ^fias,  \ 

.J 

:  « 
O 

u 

1  CO 

o 

O 
O 

o 

.s 

o 

r\  -  LEVEL 

^f.        -  ORIE&ITATIOM 

E.  D, 

TASK  XO, 

lA  lA 

9096            S)^       \  S)^ 

3       i     3        til        1      U  ! 

A*D*  13 

GOAL? 

OBJECTIVE! 

> 
is; 

TASKr   Gatheirs/collecta  information  about  current  developments  in  the  progra 
brief  summary  in  order  to  prepare  information  for  agenoy  newaletter/f 
staff  and  clients- 

a  area3>  and  oomposes/vrites 
Lyer  for  distribution  to  agency 

PERFORMANCE  STANDARDS 

SBSCKIPaTIVE: 

*  SmmDajy  Is  conciad>  coniplete  and  accurate* 

.   Summaiy  is  prepared  wiiii  reasonable  speed* 

Lan^r^iage  iised  ia  readl^  understood  by  the 

general  client  population. 
NUMEiRICAL: 

-    No  more  than  X  nmaber  of  errors  or  omissions  of 
Important  information  in  siimmaiy- 

*  Notes  include  no  confidential  information* 

.    Less  than  ^  of  clients  complain  Hiosy  do  not 
understand  information* 

TR 

Ability  to  write 
.    Ability  to  colle 

SPBCIPICi 

*  Knowledge  of  agei 
articled* 

*  Knowledge  of  agei 
ity- 

*  Knowledge  of  sou] 
gain  access  to  i- 

MKING  CONTENT 

newB  articles. 
jt/summari2e  information. 

icy  guidelines  for  vriting  news 

^ 

loy  guidelines  on  confidentlal- 

cces  of  information  and  how  to 
fc. 

t 

PERFOimNCE  STANDARDS                                                              TRAINIilG  CONTENT 

ERIC  ' 


OS 


1 

Data 

1  People     I  Things     [     Data     I  People     I  Things 

H     Reas .     (    Math  *      (  Lang. 

^   t  _ 

F.  -  LEVEL            !         W.  F.  -  ORIENTATION 

IKSTR,     1                 G.  E.  D. 

TASK  MO. 

1 

1      lA              2A     [              1      S?6      1  5096 

2                1                1  2 

A*D.  U 

GOAL 

OBJECTIVES 

TASK 

Distributes/posts  in  apPTOprlate  locations^  (churches^  libraries^  shpp  windows^  etc*)>  posters^  bro- 
ch\ires»  handouts^  describing  agency  assistance  proe^ams^             food  stamp  proe^anL^  financial  and 
medical  assistance^  etc.)»  in  order  to  inform  general  public  of  agency  programs  and  encourage  vise/ 
sigpport  of  same* 

PERFOEO^tANCE  STANDARDS 

TRAINING  CONTENT 

>' 

1 

I3@SCHIFTIVE; 

FQNCTIONAL; 

< 

S 

o 

*■ 

o 

u 

M 

o 

*  Worker  delivers/ displays  materisls  promptly* 
.    Rarks  ^th  reasonable  speed. 

*  Materisls  are  nestly  displsyed* 

*  Worker  nkonner  is  pleasant/ tsctful. 

*  Worker  uses  displsy  spsce  ^sely* 

*  Materials  sre  delivered/displsyed  at  a  mutually 

ccmvenlent  tine  for  both  i^rorker  and  spsce  volun- 
teer. 

*  How/miere  to  post  materials  for  maxunum 
visibility. 

*  Ho^  to  obtain  permission  (store  owners^  ohinrah 
groi^)  to  post  informative  l^ulle tins/posters. 

SEBCIFICt 

Objective  Goal 

* 
* 
• 

X  number  of  displays/brochures  distributed/put 
up  per  day- 
Less  than  X  number  of  display  apace  volunteers 
coniplain  about  not  getting  material. 
Less  than  X  ntimber  of  display  'apace  volunteers  ^ 
coofpiain  regarding  attitude/manner  of  delivexy* 

.    Knowledge  of  agency  distribution  resources/ 
patterns  for  printed  informational  materials. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

: 

Data    1  People     |  Things 

Data     I  People    |  Things 

Reas.     t   Math.      |  Lang. 

W.  F.  -  LEVEL 

W.  F,  -  ORIENTATION 

INSTR, 

G.  E,  D, 

TASK  NO- 

5      1       2        1  lA 

70              20      i  10 

5 

5       1       2         .  4 

A.F.  1 

GOALr 

OBJECTIVE: 

TASK:  Evaluates/assesses  present  and  future  personnel  needs  and  problems  for  entire  Department^  consulting 
with  Department  staff  members  and  relying  on  prior  assessments/definitions  of  the  needs/problems, 
rewriting/updating  policies  in  order  to  develop  employment  practices/policies  to  meet  those  needs. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

c 
:^ 

o 

c 

to 
O 

3 

U 

o 

descriptive: 

.  Determination  of  necessary  employment  practices/ 
policies  to  be  developed  is  consistent  with  given 

data* 

.  Determination  of  what  employment  practices  to  be 
developed  is  based  on  good  judgment  o£  future 
Tfeeds. 

NUMERICAL: 

^  Less  than  X  complaints  over  X  period  of  time  from 
Supervisor  that  assessments  were  inconsistent  with 
given  data. 

.  Less  than  X  complaints  over  X  period  of  time,  that 
determination  of  employment  practices  to  be 
developed  reflect  poor  judgment/foresight. 

functional: 

.  How  to  assess  personnel  needs/probl^s  and 

determine  solutions 
.  How  to  consnunicate  effectively 

SPECI^TCr 

.  Personnel  needs/problems  of  Department 

.  Personnel  theories  and  practices  of  Department 

1 

% 

< 

o 
. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   i  People    j  Things" 


Data     [  People    |  Things 


Reas.     I   Math.      |  Lang. 


W.  F.  -  LEVEL 


I 


r 


W.  F.  -  ORIENTATION 


T 


INSTR. 


G.  E.  D. 


TASK  NO. 


I 


I 


lA 


lA 


90 


A>F>  2 


GOAL: 


OBJECTIVE ; 


TASK: Evaluates  personnel  transactions,  utilising  Department  and  Merit  policies/procedures,  screening  and 
signing  all  related  forms  for  the  personnel  transactions  before  they  are  sent  to  Merit  Employment, 
in  order  to  ensure  that  personnel  transaction  forms  have  been  correctly  completed  and  that  all  proper 
Department  action  has  been  taken. 


4h1 

c 


c 
o 

to 
u 
o 


c 


01 

> 
o 


performaitce  stamdards 

descriptive: 

.  Worker  is  complete  and  thorou^,  when  screening/ 

signing  forms. 
.  Worker  screens/signs  reports  in  reasonable  time. 

NUMERICAL; 

.  Over  X  period  of  time,  only  X%  of  forms  sent  to 
Merit  Employment  have  not  had  all  appropriate 
Department .action  taken. 

.'Over  X  period  of  time,  only  X/.  of  forms  are  'found 
to  be  inadequately  or  inc^orrectly  completed. 

.  Worker  screens/signs  forms  in  X  amount  of  time. 


TRAINING  COHTEMT 

FUNCTIONAL: 

.  How  to  evaluate  personnel  transactions 
SPECIFIC: 

.  Department  and  Merit  policies  and  procedures 

concerning  personnel  transactions 
.  Familiarity  with  Department  personnel  forms 
.  How  to  read/interpret  personnel  forms 


1-1 
H 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


i 


Data    (  People     j  Things 

Data     1  People    \  Things 

Reas.    1  Math*     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  E*  D. 

TASK  NO. 

6       J       lA      1  lA 

70      J      25        i  5 

6 

5      1       2        I  5 

A*F*  3 

GOAL: 

OBJECTIVE: 

TASK:  Conceives/formulates  employment  practices/policies  or  procedures  for  the  Department,  taking  into 
consideration  Merit  and  Department  constraints,  changing  or  working  within  those  constraints,  and 
integrating  previously  accepted  personnel  practices  with  new  theories  and  techniques,  using  own 
knowledge,  references,  opinions  of  peers/subordinates,  in  order  to  develop  new,  sound  employment 
practices/policies  for  the  Department. 

PERFOEMAHCE  STANDARDS 

TRAINING  CONTENT 

lal  Unit 

DESCRIPTIVE: 

.  Employment  practices/policies  are  consistent 

with  given  data. 
•  Employment  practices/policies  are  feasible  (work* 

able)  for  Department  sections  to  which  they  are 

to  be  applied* 

FUNCTIONAL: 

.  How  to  compare/integrate  personnel  theories, 
practices  and  data  from  different  sources 

.  How  to  formulate  and  test  new  policies  based 
on  analysis  of  factors  Involved 

.  General  personnel  theories  and  practices 

> 

% 

H 

< 

Objective     ]    Goal      j  Or;;anizatior 

.  Less  than  X  complaints  in  X  period  of  time  that 
■new  employment  practices/policies  are  not  feasible 

for  those  to  whom  they  apply. 
.  X%  of  people  using  new  policies  report  that  they 

are  more  workable  than  previous  ones. 
.  New  employment  practices  are  developed  in  X  period 

of  time. 

- '  f 

SPECIFIC: 

.  Personnel  theories  and  practices  of  Department 
.  Characteristics  of  Department's  personnel 
problems  and  constraints 

2i 
O 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    ]  Things 

Data     [  People    |  Things 

Reas.    1   Math.      |  Lang. 

W.  F.  -  LEVEL 

W.  F.  •  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

1        iA       1  lA 

40       1        55       i  5 

4 

5       1        1        I  4 

A.r,  4 

GOAL; 

OBJECTIVE: 

TASK:  Explaihs/defines/interprets  new  employment  practices/policies  for  the  Department  to  line  authority 
(superintendents,  area  administrators,  etc.),  using  phone,  letters  and/or  meetings  in  order  to 
implement  new  employment  practices/policies. 

PERFORMANCE  STAliSARDS 

TRAINING  CONTENT 

Objective     1    Goal      |       Organizational  Unit 

descriptive; 

•  Explanations  are  clear,  accurate  and  complete* 
.  Worker  is  open,  perceptive,  respects  and 
acknowledges  others*  viewpoints. 

NUMERICAL: 

.  Less  than  X%  o£  contacted  administrators  over  X 

unclear,   incomplete,  or  that  their  opinions/ideas 
'were  disregarded. 
.  Less  than  X%  of  contacted  administrators  report: 
that  worker*s  manner  was  offensive. 

FUNCTIONAL: 

.  How  to  describe  and  relate  policies  in  relation 
to  administrators*  backgrounds,  areas  of 
authority 

.  How  to  elicit  points  of  view  from  others 
.  How  to  involve  all  levels  of  staff  in  policy 
making 

SPECIFIC ; 

.  Department  personnel  policies  and  procedures, 
old  and  new,  and  how  they  relate  to  admin* 
istrators  involved 

.  The  backgrounds /areas  of  responsibilities  of 
line  workers 

> 

*^ 
t- 

<: 
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PERFORMAHCE  STANDARDS 

TRAINING  CONTENT 

Data   !  People    i  Things    j     Data       People    |  Things 

Reas*    t  Math*     |  Lang* 

W.   F.  -  LEVEL            j         W,  F.   -  ORlEMTATtON 

IHSTR* 

G*  E,  D* 

TASK  HO. 

4      1       2         1      lA         1     40               55        1  5 

4 

1       4       [      1  14 

A*F-  5 

GOAL: 

OBJECTIVE; 

TASK:  Talks/converses  with/asks  questions  of/evaluates  prospective  applicants  for  position,  exercising 

discretion  in  choice  of  questlons/anst/ers,  noting  the  appearance,  manner  and  style  of  applicant  and 
focusing  on  applicant's  attitude  toward  specific  field  as  expressed  in  course  of  interview,  in  order 
to  obtain  information  to  determine  whether  applicant  is  qualified  for  the  position* 

PERFORMANCE  STANDARDS 

TRATHIHG  CONTENT 

c 
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N 
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o 
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> 

u 
0 

DESCRIPTIVE: 

.  Obtains  relevant  information  about  applicant. 
.  Has  an  easy,  relaxed  interviewing  style  which 

puts  applicant  at  ease* 
.  Worker  is  sensitive  to  applicant,  enabling  him 

to  interpret  statements  made  by  applicant* 

dSpec ts  of  position* 
NUMERICAL; 

.  Obtains  required  information  from  applicant  in^ 
X    amoimt  of  time* 

*  X%  of  selected  applicants  are  still  employed  in 
position  X  months  after  placement* 

*  In  X  timeT  fewer  than  XX  of  supervisors  complain 
that  personnel  hired  are  not  properly  qualified 
for  position* 

FUNCTIONAL; 

*  How  to  conduct  interviews 

*  How  to  Interpret  data  obtained  from  interview 
.  Extensive  knowledge  of  field 

SPECIFIC: 

.  Knowledge  of  requirements  and  work  normally 
done  in  position 

*  Salary  schedule,  merit  rules,  promotional 
possibilities,  policies  and  procedures,  fringe 
benefits,  etc* 

*  How  to  match  requirements  with  applicant  skills 

*  Knowledge  of  organizational  structure  and 
functions 

> 

CO 

% 

0 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


OS 
-4 


Data   i  People    |  Things 

Data     1  People    {  Things 

Reas.    1  Math.     )  Lang. 

W.  F.  *  LEVEL 

W.  F.  *  ORIENTATION 

INSTR. 

i               G.  E.  D. 

TASK  NO. 

4      1      lA       1  lA 

90        1      5         1  5 

4 

!       4       1      1         I  4 

A.F^6 

goal: 

OBJECTIVE: 

TASK:  Reviews/assesses  qualifications  of  applicants  for  empl03rment  in  agency  in  relation  to  type  of  staff 
needed  by  the  agency  and  how  the  applicant's  qualifications  may/may  not  be  of  benefit  to  the  agencyy 
using  Information  gathered  from  applications/personal  Interviei^s,  in  order  to  obtain  competent  staff 
for  the  agency. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective     1    Goal     ]     .  OrRanizational  Unit 

DESCRIPTIVE: 

•  Competent  staff  for  agency  is  obtained* 

•  All  factors  and  variables  are  considered* 

.  Worker  has  realistic  expectations  for  staff. 

•  Staff  needs  of  agency  are  tnet. 

NUMERICAL; 

.  Fewer  than  X  complaints  are  received  from  clients 

of  agency  concerning  staff. 
.  In  X  time>  fewer  than  2^  of  supervisors  complain 

that  personnel  hired  are  not  qualified  for  the 

position. 

FUNCTIONAL: 

.  How  to  assess  applicant's  qualifications  in 

relation  to  staff  needs  of  agency 
.  How  to  interview  applicant 

-  How  to  determine  staff  needs/cOsts  as  a  part 
SPECIFIC: 

.  Personnel  needs  of  specific  agency 

.  Where  to  obtain  information 

.  Qualifications  Of  applicants 

.  Qualifications  required  for  specific  positions 
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PERFOro&NCE  STANDARDS 

TRAINING  CONTENT 

er|c 
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Dana  1  People    |  Tilings 


Data    1  People    i  Things 


Rcas.    t   Math.      I  Lang^ 


"  LEVEL 


u 


W.  F.  "  ORIENTATION 

90%    I      m     \  ^ 


G.  E.  D. 


TASK  NO. 


I 


T 


A.F.  7 


OBJECTIVE: 


TASK:    Examlnes/aaseflflefl  personnel  data  compiled  by  subordinates  evaluating  data  priorities,  detenninine 
validity  of  data  coMpiled,  identiiyiii^  cozxelations  amoxi^  facts  and  drawxn^  conclTislona  about  them, 
In  order  to  prepare  reports  (i-e. ,  grant-in-aid,  census,  payroll,  and  personnel  reports)  for  use 
by  Pearsonnel  Supervisors/Administratore. 


is 

;  5 


;  1 


{  > 
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PERFOttMANCE  STANDARDS 


^    Examinationa  are  thorou^,  accturate,  and  complete. 
.    Reports  reflect-  assessment  of  all  given  data. 
.    Vorker  is  Gbccurate  in  analysis  of  data. 


NUMEgllOAL: 

.  Beports  are  prepared  vithin  time  limit  given. 
.    JQi  of  correlations  made  and  concltislons  drawi 

reflect  good  ;}udgement  according  to  supervisor's 

evaluation  over  X  period  of  time. 
.    Less  Hian  X  complaints  over  X  period  of  time  S^^om 

0tq?ervisor"i3iat  reports  vere  incomplete  or 

inaccurate. 


TRAINING  CONTENT 


PDNCTIOlfAL: 


3 


.    How  to  acquire,  assemble,  review,  interpret 
data,  draw  conclusions. 

Ehowledge  of  Federal  rules  and  ^regulations 
affecting  persoimel  actions. 
.    Knowledge  of  personnel  administration  prac* 
tice. 

.    How  to  vrite  reports. 
SPECIFIC t  ■ 

.  Knowledge  of  the  reality  conditions  affecting! 
the  preparation  of  personnel  reports.  I 

.  Ehowledge  of  tiie  data  to  be  evaluated;  the  \ 
report  to  be  prepared.  t 
How  to  prepare  reports  in  proper  agency  j 

format.  ; 

Ehowledge  or  State  and  local  rules  and  | 
regulations  affecting  personnel  practice. 


TRAINING  CONTENT 


05 
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Oa  t a     P  CO  p 1 e       Th  ings 

Data       People    \  Things 

\ 

Reas.    1  Math.     {  Lang. 

-1 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  D, 

TASK  NO. 

— 

5A    (      lA  lA 

9036    1       5%      \  ^ 

5 

5    !     3     1  5 

A.F.  8 

GOAL: 

OBJECTIVE : 

— 

TASK:  Modifiee/altefs/adjusts  a  sequence  of  procedurea/operations/procesaes  in  the  cotmty  office  relating 
to  personnel  policies  (hiring,  firing,  allocating  positions,  etc.)  referring  to  agency  manuals, 
statement  of  function,  guides,  flow  charts  as  Indicated  and  necessary,  identifying  and  correcting  * 
problems,  meetixtg  needs  of  tile  system  as  tiiey  arise,  in  order  to  establish  and,  maintain  uniform 
personnel  policies  in  the  office/agency. 

PERFORMAKCE  STANDARDS 

TRAINING  CONTENT 

IIBSCSIFTIVE: 

FDNCTIONAL: 

> 

r* 
C 

o 

C3 
N 

.    Worker  addresses  needs/problems  as  soon  as  they 
arise. 

.    Procedures/policies  set  vsp  are  easy  for  others  to 
follow  and  consistent  with  established  purpose, 
goals,  and  objectives  of  the  office. 

.    How  to  establiah/maintain/modlfy  personnel 

policies  and  procedures. 
.    Sow  to  effectively  administer  an  office  of 

social  serv^ices. 
.    How  to  read/interpret/write  policy  issuances* 

-5* 

>i 

*H 
C 

t5 
CO 

NUMEiaiGAL: 

SE^IFIC: 

»^ 

O 

*— t 
O 

o 

CI 

.    Over  I  period  of  tiine,  fewer  than  X  complaints 

arise  from  personnel  that  new  procedures  are 

xmclear  or  difficttLt  to  camy  out. 
.    Over  X  period  of  time^  siq>ervisor  discovers  nO 

more  than  ^  changes  to  be  inappropriate. 
.    Personnel  policiea  in  county  office  axe  updated 

within  X  period  of  time  after  needs/problems  of 

the  department  arise. 

.    Personnel  needs/problems  in  agency. 

;    Puxposej  goals.  Objectives  of  the  Office. 

.    Organization  of  the  office. 

/ 

1                            PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Q 

C 

§ 

4-t 

(C 

N 

§ 

o 
o 

o 
o 

Data   !  People    i  Things 

Data     1  People    I  Things 

Reas.    j  Math.      |  Lang. 

W.  ?.  -  LEVEL 

W.  F.  -  0RIENTATI0t5 

IHSTR. 

G,  E*  D, 

TASK  NO* 

3B   1      2        !  U 

h 

3     t      1       \  h 

A.  P.  9 

GOAL; 

OBJECTIVE; 

> 

B 
S 

TASK;    Quest  ions /solicits  information  from  representatives  of  other  a^ncies  (alcoholism  unit,  employment 
officej  ADC  pxograiflj  etc.)a"bout  re<iuiremente ,  opportunities  or  openings  in  their  programs  in  order 
to  obtain  information  atout  these  programs  ^diich  might  be  iiseful  to  clients/applicants. 

PERFORMANCE  STAITOARDS 

DESCRIPTrVE; 

*  Voider  is  pleasant  and  courteous. 

.    Worker  puts  forth/recommends  a  specific  client 
honestly,  but  to  Hie  client's  advanta^. 

NUMERICAL: 

.    Ho  more  than  ^  of  representatives  complain  of 
worker's  iDaimer* 

*  Worker  is  able  io  give  helpful  information  to 
client  (reetnployment  opportunities »  etc.)  X 
number  of  times  per  X  amount  of  time. 

• 

TRAINING  COOTEHT                   .  ^ 

PDNCTIOMAL: 

.    How  to  solicit  information  in  a  pleasant, 
courteous  manner* 

.    How  to  relate  client/applicant  skills/know- 
ledge to  labor  market* 

SPECIFIC: 

.    Bepresentatives  of  a^ncies. 

*  General  needs  of  clients* 

.    How  to  refer  a  client  to  another  agency. 

*  Knowledge  of  services,  agencies  in 
Department  of  Social  Services. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data      People    !  things 

Data     1  People    {  Things 

! 

Reas*    )   Hath*     }  Lang* 

F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR* 

G^  E* 

TASK  NO, 

2       (       lA  2B 

80%    1     ,596     1  1596 

2 

2              1          1  2 

A*F.  10  ■ 

GOAL: 

objective; 

TASK:    Heads/visually  Inspects  assigned  enrployee  personnel  transaction  files  periodicallyi  noting  pay 
review  dates  or  other  pertinent  data,  so  as  to  tegin  procedures  for  pay  increases,  i*e*,  type 
notices  to  enrployee  supervisors,  informing  them  of  pay  review  dates* 

PERFORMANCE  STANDARDS 

TRAINING  COOTEKT 

UESCEIPTIVE: 

FONCTIONAL; 

> 

a 

§ 

*  Review  of  the  files  is  coioplete  and  accurate* 

*  Review  of  the  caards  is  cooipleted  with  reasonalDle 
speed* 

»    Pamiliari-ty  with  personnel  transactions  - 

the  procedures  to  follow,  forms  to  use,  etc. 
*    Sow  to  type* 

O 

NUMERICAL  £ 

SHEICIFICt 

O 

Objective        Goal  Ovganl 

*  All  pay  increase  files  for  a  month  are  reviewed 
within  X  period  of  time* 

*  Less  than  X  coz&plaints  over  X  period  of  time  that 
an  eoiployee's  pay  review  date  waa  overlooked,  due 
to  lack  of  review  and  notifioation* 

*  Who  to  notify* 

*  What  prooedures  to  follow  for  pay  in,creases* 

*  l^ency  S*0*P*  for  personnel  matters* 

/ 

t 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data    \  People     |  Things 

Data     1  P<iOple    I  Things 

1 

Rcas*    1   Math*     (  Lang* 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

lUSTR. 

E.  D, 

TASK  NO. 

k     \       lA'  lA 

85?6        5?6     t  10% 

3 

U              1        I  U 

A.P*  11 

GOAL: 

OBJECTIVE: 

TASK:    Eeads/reviews  conipletea  eBiplpyee  evaluation  fomis,  noting  axeaa/itema  in  the  fonn  consistently 
misinterpreted,  checfcin^  against  directiona/ina tractions  for  coinpletitig  form  to  identify  source 
of  pTOblem  and  making  corrections  at  supervisors  request  \yy  modify Ing/changing  form  or  correctitig 
instructions  for  completing  form  in  order  to  reduce  source  of  errors  in  employee  evaluation 
statements* 

PERFORMANCE  STAKDaRDS 

TRAINING  CONTENT 

> 

I][RSCBIPTIVE: 

PUNCTIONAi: 

c 

O 

o 

*  Accurately  determines  misinterpretations  and 
incomplete  use  -of  the  form* 

*  New  form  or  ammended  instruction  is  an  iinprove* 
ment  over  the  old* 

*  Uses  good  judgement  in  changing/updating  form/ 
instructional  material* 

*  How  to  read  and  interpret  personnel  forma/ 
instructional  material* 

*  How  to  develop  forms  to  elicit  precise 
information/ data* 

*  General  points  of  performance  i^pon  vhich 
employees  oan  be  evaluated* 

A** 

ts 
u 

o 

NUMEEICAL: 

SPECIFIC: 

Objective        Goal  t 

*  Over  X  period  of  time,  only  X  complaints  from 
Department  staff,  -ttiat  forms'are  difficult  to 
use  or  do  not  relate  to  significant  aspects  of 
employee  evalxiation* 

*  Over  X  period  of  time,  supervisor  disapproves 
only  X  nxxofber  of  recommended  changes* 

*  Knowledge  of  specific  forms  used  and  wiiat 
the  necessajcy  responses  should  he* 

*  Knowledge  of  agency  policy  and  procedure 
with  reference  to  personnel  evaliiations* 

: 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


-CI 
CO 


Data   1  People     !  Things 

Data     1  People    |  Things 

1    Reas.    )   Math.      |    Lang.  ' 

M.  F.  -  LEVEL 

M.  F.  -  ORIENTATION 

INSTR.      1                 G.  E.  D. 

TASK  NO, 

4      1      4A  lA 

[     35        1      60       1  5 

4         1       4       I      1        I  4 

A.F.  12 

GOAL: 

OBJECTIVE; 

TASK;  Explains/interprets  personnel  transaction  rules  and  application  of  those  rules,  to  area, 
institution  adiiiinistrators>  using  o\m  knowledge,  agency  manuals  and  guides,  in  order  to 
aid  administrators  in  solving  personnel  transaction  problems. 

county,  and 
solve  and/or 

PERFORMANCE  STANDARDS 

TRAINING  CONTENi: 

Objective    j    Goal     1     .  Organizational  Unit 

DESCRIPTIVE: 

.  Explanations  are  clear  and  concise. 

.  Worker  is  aware  of  various  options  open  to 

administrators  in  solving  personnel  transaction 

problems. 

.  Worker  Is  articulate  and*  directly  relates  any 
communications  to  administrators'  problems. 

NUMERICAL: 

.  No  more  than  X  complaints  over  X  period  of  time 
from  administrators  that  explanations  were 
unclear  or  incomplete. 

.  Less  than  X  complaints  in  X  period  of  time  from 
administrators  that  worker^s  suggested  solutions 
weire  not  directly  related/applicable  to  his 
personnel  transaction  difficulties. 

FUNCTIONAL; 

.  How  to  listen,  spe^k,  and  write  clearly 
and  express  ideas  coherently,  concisely 

•  How  to  read  and  interpret  technical  information 

SPECIFIC! 

•  State  personnel  transaction  rules 

.  How  State  personnel  transaction  rules  can  be 
directly  applied  to  solve  area,  county  and 
institution  personnel  transaction  problems 

,  Transaction  problems  of  area,  county  and 
institution  offices 

>  Options  available  for  solving  personnel 
transaction  problems 

> 

% 

< 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


[  Daca   i  People    I  Things 

Data    1  People    I  Th'ings 

Reas.    {   Math.     (  Lang. 

 i 

J             W.  ?.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G,  E.  D. 

TASK  XO.  1 

\    k      )        2       i      lA  1 

1                     W    \  ^ 

h 

h                X  h 

A.P.  X3         ;  1 

OBJECTIVE ; 


TASyi:  Examines  and  evaltiates  personnel  information  obtained  from  communications  vith  inter- intra  a^ncy 

sources,  and  txom  observations  made  of  line  officers*  reactions,  interpretations  and  implementation 
of  personnel  policies  and  procedures  so  as  to  recommend  changes  or  adjustments  in  overall  policies 
and  proceduores  of  the  personnel  office.  i 


t 


t 


ii 

u 


PERTORMANCE  STANDARDS 


.    Conclusions  dravn  are  consistent  \riiih  ^ven 
inTormatlon. 

.    Becommendations  reflect  good  judgment  in  ±nter- 
preting/exajnlning  the  given  information. 


HDMERICAL: 

*    Less  than  X  complaints  Trom  supervisor  over  X 
period  of  time,  that  recommendations  vera  not 
consistent  with  all  given  data,  or  vere  incorw 
elusive/unclear. 

.  o£  all  recommended  changes  actually  intplemented 

are  impix>vements»  as  reported  by  line  vorkers. 

»    Supervisor  approves/iinplements       of  all 
recommended  changes. 


TRAIKIXG  CONTENT 


PtmCTIOHAL; 

.    How  to  Intexpret/evaluate/drav  conclusions 
about  ^iata  fram  different  sources. 

.    ^owledge  of  general  personnel  policies/ 
procedures. 

.    How  to  infer  validity  of  vario^is  kinds  of 
data  e.g. »  personal  conversations »  line 
officers'  reactions,  coomninlcatlons  vith 
other  agencies^  etc. 

SPECIFIC; 

.    Knowledge  of  Federal,  State  and  agency/ 

institution  personnel  policies/procedures* 
*    fiaowledge  of  inter- intra  agency  sources* 


PERFOIL^IANCE  STANDARDS 


TRAINING  CONTEST 


ERIC 


Datra    J  Paopi^     i  Things 

Daca     1  People    [  Things 

[I    Reas.    (   Mach.     |  Lang. 

1  : 

i  I 

\ 

*  LEVEL 

W.  F,  -  ORIENTATION 

XMSTR. 

G.  E. 

TASK  NO, 

j 

h     i      2  XA 

1    70?6         25?6    \  5?6 

h 

h           1  h 

A.F.  lU  ' 

1 

GCAL: 

OBJECTIVE; 

i 

:  \ 
I  1 

TASK:   ibcaaines  Infoxmatlon  On  employee  performance  evaluations  obtained  from  reports/position  papers  witii    j  r 
axea>  coxznty  and  institution  administratorsj  and  firom  other  pertinent  sources  which  reflect  their 
mderstanding  of  the  principles/theories  affecting  evaluations^  so  as  to  recommend  changes  or              i  | 
adjustments  in  procedures/guidelines  of  the  Personnel  office  govexiiing  ei^ployee  performance                 |  | 
evaluations.                                                                                                                                     *  i 

it 

i  " 
!  = 

i| 

1  ^ 

jc 

1 

\ 
i 

1^ 

PERFOKMA^:C£  STANDARDS 

ISBSCSIPTIVB: 

t    Conclusions  drawn  axe  consistent  with  given 
information. 

*  Recommendations  reflect  good  Judgement  in  inter- 
preting/examining the  information. 

KUMEEUCAL; 

*  Fewer  than  X  complaints  from  si;$ervisor  per  X 
recommendations »  of  error  in  interpretation  of 
data»  or  of  inconsistencies  between  conclusions 
and  data. 

i    *    Secommendations  are  consistent  with  all  given 
data. 

! 
i 

1 

i 

TRAINING  CONnrENT 

■ 

FDNCTIONAI; 

How  to  inrpartially  examine/interpret  data 
drawn  from  communications  and  observations. 
The  personnel  principles/tiieories  t^iich 
govern  employee  performance  evaulations. 

SPECIFIC: 

.    The  limitations  of  Hie  personnel  rules 

governing  employee  evaluations  wit^iin  -rfiich 
ad^uatoents  can  'be  made. 

.    Enowledge  of  guidelines/rules  C\a3rrently 
goveminfir  entployee  evaluations. 

! 

1 

- 

<• 
~> 

1 

i 

i 

1 

t 

i 

J 

: 

: 

T 

4 

i 

1 

{ 

PgRFOR^iANCE  STAt'iDtVRDS  :  TRAINING 


ERIC 


<33 


Odto    i  Veople     1  Thins;*    1  ^^^ta     1  Pooplc    {  Things 

Roas.     1   Math.      )  Lang. 

 ' 

i  1 

W.         -  LEVEL            {              F.  -  ORIENTATIOH 

INSTR. 

G,  E.  D. 

TASK  NO. 

1 

U     f       2        1      lA       1      55%    1        1;096    t  5% 

h 

h        \      2  h 

A.F.  15  \ 

1 

CCALt 

OBJECTIVE: 

i 

\ 

1 

i 

1 

TASK:    Bvaluates  the  feasitili-ly/validi-ly/iD:gen<gr  of  special  reqxiests  Trom  subordinates  Tor  time  off/ 
schedule  changes/emergency  leave/etc.  >  aa  the  requests  are  submitted,  reviewiijg  work  schedule, 
institutional  policy  and  voritcload  as  neceaaaxy^  and  discusaing  with  st^erior  \^en  decision  cannot 
be  made  at  the  unit  levels  in  order  to  approve /diaapprove  apecial  requeats  for  adjustment  of 
scheduled  woi^  timea* 

1 

1 

PERFORMANCE  STANDARDS 

TRxMNING  CONTENT 

> 

IKBSCRIPTIVE: 

PDNCTIONAXi: 

o 
ir 

o 

*    Adjustments  of  wotdc  achedulea  axe  made  on  an 
individual  basis i  individual  circumatancea  are 
carefully  considered. 

-    EJvery  effort  within  institutional  policy  is  made 
to  honor  valid  reqxiests  by  subordinates;  but 
care  is  exercised  to  prevent  abu^  of  the 
privilege, 

.    Situations  warranting' conaideration  ^Aiich  the 
worker  feels  he  cannot  authorise  on  his  own  are 
discussed  with  supervisor. 

How  to  assess  requests  for  changes  on  a  work 
schedule. 

.    How  to  read/interpret  policy  statements. 
.    How  to  assign  priorities  to  workload^  requests 
from  subordinates^  etc. 

< 

DUMUKICAL: 

SFECIFIO: 

Objective  Coa 

*    Xn  X  tixae»  fewer  than  X  nuotber  of  cocq^laints 
from  aubordinaies  about  arbitraxy  ejection  of 
requests. 

In  X  tlme^  sx:^rvisor  isotes  fewer  than  X  number 
of  requests  granted  that  should  not  have  been. 

.    Peraonnel  files  for  each  subordinate. 
.    Institutional  policy  on  special  requests  con* 
cexning  absence  from  woi^/schedule  ad;)ustment. 
^    ^  Attitudes  of  entire  work  staff^ 
.    Unit  workload. 

Options  av^ailable. 
.    Attitudes  of  supervisor. 

i 

?ERFOR>IAKCE  STANDARDS 

TRAINI15G  CONTENT 

(SD)  ^ 

A.  Planning 

B.  CttrricTilura  Itevelopment 

C.  Promoting  Training 

D.  Training 

E.  ieating/Bvaluation 


ERIC 
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Data    !  People     1  Things 

Data     1  People    j  Things 

Reas.    t  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D.  / 

TASK  NO. 

_4      f      lA       1  lA 

90        1      5  Is 

5 

4        f      3         t  4 

S.D.A,6 

GOALi 

objective: 

>' 
1 

CO 
H 

s 

< 
cn 

o 

TASK:  Examines/evaluates  "Individual  Education  and  Training  Plans"  submitted  by  caseworkers  for  State  level 
approval,  checking  for  completeness  and  accuracy  of  tuition  and  book  costs,  child  care  and  trans-  / 
portation  expenditures,  etc->  and  noting  provision  for  and  specification  of  local  (community  and  ax'ea 
programs)  resources  In  order  to  ensure  that  plans  for  this  program  are  completed  properly. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  l/orker  evaluates  plans  thoroughly,  noting  all 
possible  inconsistencies,  omissions,  or  errors. 

.  Uses  familiarity  with  community  or  area  based 
programs  to  check  for  alternative  courses  of  action. 

nun&KXUAL! 

.  In  X  time,  fewer  than  }C%  of  reports  sent  to  State 
officials  for  approval  are  returned  because  of 
lack  of  information,  inconsistencies » 

• 

TRAINING  CONTENT 

FUNCTIONAL: 

•  How  to  evaluate  data  according  to  specific 
formats 

^  How  to  relate  indicated  problem  to  alternative 
resource  agencies 

.  How  to  Recognize  reasonable  financial  arrange- 
ments for  educational  purposes 

SPECIFIC: 

.  Knowledge  of  resource  agencies,  area  and 

cotmmnity  programs  for  education 
»  Knowledge  of  agency  program  requiring  training 
.  Knowledge  of  training  programs,  training  plan 

requirements,  etc- 

PERFOBMfcKCE  STANDARDS                                                                 TRAINING  CONTENT 

Data   !  People"  Tilings 

 J.  p  • 

Data     1  Poople    \  Things 

1 

RcftM.        Math.      I  Lang. 

W.  F.  "  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G,  E.  D. 

TASK  NO. 

6 

Is  3:5 

SB*A*  9 

GOAL; 

OBJECTIVE! 

TASK;     Conceives/de fines  the  role  of  the  foster  parent  in  the  Foster  Care  Program  fieneraUy,  aesessing  iiie 
needs  of  children  and  the  capabilities  or  effectiveness  of  foster  parents,  providing  guidance  n»m- 
oranda  to  line  supervisors  on  methods  of  training  foster  parents  on  a  routine  hasis  and/or  apecific- 
aljy  as  reqxiested,  in  order  to  establish  a  hasis  for  developing  training  for  foster  parents* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

! 

1 

IBSSCRIFTIVE: 

* 

JTJNCTIONAL: 

^ 

v.: 

(A 

c 

O 

*  Bemonatrates  good  grasp  of  personality  theoxy 
and  application  of  practical  need  of  potential/ 
actual  foster  children,  in  conceiving  role 
responsibilities  of  foster  parents. 

*  Needs  Of  children  in  state  accurately  assessed* 

*  Hole  of  foster  parent  is  realistically  defined* 

*  Knowledge  of  personality  theory  a^  a  haais  for 
solving  problems  faced  hy  foster  childa?en  and 
foster  parents. 

*  Hbw  to  interpolate  the  general  needs  of  a  given 
population  from  statistics  and  reports* 

-    Hbw  to  assess  the  effectiveness  of  foster 
parenlaa  in  dealing  with  specific  prohieme* 

*  Hbw  to  define  role  responsibilities  in  clear. 
Concise  language. 

I> 

If" 

T 

NUMERICAL: 

SI^CIFICt 

Objective     |  CoiiL 

*  In  X  time,  fever  than  X  numher  of  complaints 
from  line  siflpervisors  about  confusion  over  the 
role  of  the  foster  parent* 

*  In  X  time,  fever  Misn  X  numher  of  complaints  froni 
si^ervisor  that  existing  role  of  Hie  foster 
parent  is  unrealistic,  unclear,  poorly  defined* 

*  Specific  prohlems  in  foster  care  currently 
occurring* 

.    Statistics/reports  on  foster  children/parents/ 
homes* 

.    Relationship  hetween  central  office,  line 
si^fervisor,  worker,  and  foster  home* 

*  Existing  agency  definitions/policy* 

1 
( 

i 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

.J 

Data   1  People    I  Things 

Data     j  People    [  Things 

1    Reas.    1   Math.      |  Lang- 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

U     1     lA        t  lA 

h 

k              2      [  U 

SD.A.  10 

GOAL: 

OBJECTIVE: 

TASlf*     T^nmiriM  anfl  «vftliifltAft  *>ya  pii-rpnpAyrinntftnt  of  la.  plflnnftA  Irr^lning^  flftflflinn,    n.nmpAT^n^  rinirrAnt  leVAls 

of  related  staff  skills  with  skill  areas  likely  to  be  enhanced  1^  trainings  identifylrig  vhioh  vorkers 
will  be  affected  iDy  training  and  related  policy  changes  in  order  to  establish  guidelines  for  atten- 
dance at.  Specific  training  sessions* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

f  i 

'DESCRIPTIVE; 

FONCTIONAL: 

c 

K 
C 

o 

.    Established  guidelines  identify  Mie  workers  ^o 

vill  benefit  ftom  the  session. 
*    Carefully  determines  vhich  voxkers  need  training. 

*    SnoWledge  of  job  classifications  systems  and 

areas  of  responsibiliiy  of  staff. 
.    How  to  evaluate  a  planned  training  program. 

o 

NQMBRICMi: 

SPBCIKLC: 

o 

* 

Ob  Ice  t  ivc     1    Goal      |  Otftaniz 

*    Fever  than  X  woi^ers  per  nieeting  cooq^lain  that  the 
meeting  did  not  apply  to  their  responsibilities. 

.    All  woiicers  vho  are  affected  l^y  changes  in  policy/ 
procedures  new  methods^  are  included  in  the 
attendance  guidelines* 

.    Specific  purpose  of  the  planned  training  program. 

Skills  that  need  ugpgrading* 
.    Departmental  policy  for  training  attendance. 

/ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   {  People     I  Things    j     Data     j  People    [  Things 


Reas  ■    I  Math .     \  LangT 


W.  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


I 


TASK  iiO. 


2R 


8096 


I  SD.A.  11 


GOAL: 


OBJECTIVE: 


TASK;    ^^ea/prepares  a  roster  of  new  enrployeea,  checking  the  listing  for  errors,  in  order  to  prepare  & 

mailing  list  for  the  orientation  session  and  to  have  available  the  names  and  number  of  nev  enpibyvsa 
attending  the  session. 


c 

3 


N 

c 

u 
o 


c 
c 
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O 
> 

o 
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PERFORMANCE  STANDARDS 


,  Sreparea  an  accurate  listing  of  nev  eiztployeea. 
.    Carefally  checks  for  errors. 

List  la  prepared  in  rea8onal)le  time- 

.    Liata  are  accurate  ^  of  the  tiine. 
*    List  is  prepaaredX  days  prior  to  orientation 
aeaaion. 


TRAIHItiG  CONTENT 


PDNCTOONAL: 


*  Hov  to  read. 

*  Hov  to  compile  liata. 
.    How  to  Ijype. 

SPESCISTCt 

.    Hov  the  task  contrilmtes  to  the  suteystem,  goala 

and  ol)^ectives. 
.    Tiine  and  date  vhen  list  should  l^e  prepared. 

*  Wiere  to  ol)tain  namea  of  nev  hirea  vho  bava  not 
attended  orientation. 


3 


PERFORMAHCE  STANDARDS 


TRAIN*!  a>NTErCT 


Data  I  People    |  Things    I    Data    |  People    j  Things 


Reas^    I  Math.     |  Lang. 


W.  F.  -  LEVEL 


I     3B       I  ~U 


W.  ORIENTATION 


INSTR. 


G.  E,  D. 


I 


TASK  KO. 


I 


SD.A.  12 


GOAL: 


OBJECTIVE: 


TASK:  Dlsctidses  time^  date  and  subject  matter  to  be  covered  vitii  prospective  speakers  for  an  orientation 
BeSBiont  soliciting  firm  cooimitments  of  time  and  sul^ject  content  In  order  to  complete  planning  for 
orientation  session. 


00 
to 


o 


o 


o 

CI 

o 


PERFORMANCE  STAMDARDS 


IIH^CRIPnON: 


^    Selects  Efpeakers  appropriate  for  each  topic. 
.    Contacts  speakers  in  ample  time  before  the 
session. 

.  Accurately  InfOxms  person  of  time»  date  and  topici 
1.   Vorfcer  is  polite  and  courteous,. 

HOMERICAL: 

.    £ach  orientation  session  has  all  the  speakers 

needed  to  cover  the  program* 
.    i^wer  than  X  coniplaints  per  session  from  speaJkers 

that  ttiey  wre  not  given  sufficient  time  for 

preparation. 


TRAINING  COWTEHT 


PONCTIONAL: 


Business  l>rotocal  for  making  arrangements  for 
speakers. 

How  to  be  convincing. 

Knowledge  of  staff  development  techniques. 


SPECIFIC: 

.    Knowledge  of  the  tentative  agenda  atfd  topics  to 
be  covered. 

.    knowledge  of  departmental  personnel  and  tiieir 


areas  of  interest/specialty. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data   I  Feople    |  Things" 


Data    I  People    \  Things 


Reas.    I  Mach.     |  LangT 


V/.  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E,  D. 


TASK  NO. 


lA 


90%      I        ^      \  ^ 


I 


I 


SD^A^  13 


GOAL: 


OBJECTIVE: 


TASK:  Betemdne/decidd  the  iinp&ct  of  new  state/federal  guidelines  or  policy  upon  existing  programs, 

especially  in  terms  of  skills  required  of  service/program  delivery  workers,  reading  new  directives/ 
legislation/departmental  memos/etc.,  as  necessary,  in  order       coordinate  departmental  training 
efforts  consistent  with  current  procedural  requirements. 


PERFORMANCE  STANDARDS 


JSESCBIPTIVE: 


CO 
CO 


C 
o 

d 
o 


o 


•  New  policy,  guidelines,  legislation  in  specific 
program  areas  are  carefully  and  thc»rou^ily 
examined. 

.    New  or  different  skill  requirements  for  delivery 

workers  are  accurately  identified. 
.    Voider  exercises  professional  judgement  in 

determining  bow  existing  programs  will  be 

affected* 

WUHEaiCAL> 

*  Review  of  revision  in  polioyi  regulations 
affecting  specific  program  areas  reveals  fewer 
than  X  number  of  new  skills  needed  ^  workers 
not  identified  voiio&x* 

.    In  X  time,  fewer  than  X  number  of  coniplaints  from 
delivery  workers  that  training  waa  superfluous. 


TRAINING  COKTEMt 


rONCTIONAIi: 


How  to  analyse,  evaliiate  data  in  relation  to 
a  given  program  area. 

How  to  identify  skills/skill  levels  required. 
How  the  social  service  process  functions. 


i 

■  f 

n 

Si 


SPECIFIC  I 

•  How  decisione  are  made       "the  deparimentt 

t    Goals^  objectives  of  each  applicable  proeramt 

•  General  training  level  of  woricers. 

•  Where  to  obtain  needed  Informatloni  yflxo  to 
contact  for  clarification. 

.    Purpose,  scope  of  depar-tmental  training  efforts. 


PERFORMAHCE  STANDARDS 


TRA I  NIS'C  COSTEN'T 


00 


Data   i  People    t  Things 

Data     t  People    \  Things 

Reas.    1  Math.      |    Lang*  \ 

F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR. 

G.        D*                      TASK  NO* 

4      [     U       1  U 

9096    1      ^     i  ^ 

h 

^          (^1^1  SD.A*  14 

goal; 

OBJECTIVE; 

TASK:    Plans/organize 8  training  manuals  and  vorkshops  for  area/couniy  adminietratore  on  employee  perfor- 
mance evalxtations^  relying  on  previously  gathered  infoxinatlon  on  the  erv^altiationa^  l^elr  effects  on 
eiaployee  morale/voik  performance,  etc*;  xaaing^  knowledge  of  -ttie  FereonnelAferi t  employment  rulse/ 
guidelines  vhich  govern  employee  evaluations,  in  order  to  develop  information  resources  wiiich  vill 
aid  administrators  in  inrprovlng  evaluation  techniques* 

?ERF0R>1A2JCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVB; 

FDNCTXOKAIi; 

P. 

1 

O 

t; 

.    .    The  workshops  and  manuals  reflect  careful  con- 
t: '       s^ideration  of  all  available  data» 

*    The  plans  for  tile  workshops  and  manuals  aore 
developed  in  reasonable  time* 

•  Knowledge  of  Personnely^rit  eu^ployment  prin- 
ciples>  l^eories/rules  "which  govern  employee 
evaltiations* 

*  How  to  plan/organize  training  manuals  and 
workshops* 

3 

c 

NT7H&RICAL; 

SPECIFIC  f 

Oblcctivc        Goal     t  Or 

«    Less  than  X  complaints  per  each  manual/workshop 

tha^  they  did  no-t  aid  adminiatr^tors  in  improving 

evaluation  techniquee. 

»    Workshop  plans  are  completed  within  X  amount  of 
time* 

*    Training  manual  plans  are  completed  within  X 
amoimt  of  time. 

%    Department  guidelines/procedures  in  organizing 

training  manuals  and  workshops* 
«    The  information  to  Include  In  training  manuals 

and  wo3^shops* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

00 


Data   i  People    |  Things 

Data     1  People    \  Things 

Reas.    I   Math.     f   Lang.  1 

1 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D.                     1  TASK  NO, 

5B     \     H        1  lA 

5 

5         1        3        t        U        1  SD,A.  15 

GOAL: 

OBJECTIVE: 

TASK;    ConaTilte  with/gives  advice  to  a^^ncy  departnaent  heads  indlvldtially  and  collectively*  regarding 
Starr  development  needs,  combining  like  needs,  discuesing  priorities>  identiiying^/prioing  out 
resotu?ces,  agreeittg  iipon  goalsj  deteiming:  evaluation  methods  following  Pederal/agoncy  policy  and 
guidelines,  in  order  to  formulate  plans  for  an-«gency  wide  staff  development  program. 

PERFORMANCE  STANDARDS 

TRAINING  COKTENT 

■DESGRXFETTC: 

PDNCTIOMAL: 

c 

(5 
G 
C 

*-> 
U 

s    Co-vorkers  (department  heada)  axe  able  to  prepare 
a  we  11^ structured >  meaningful  staff  development 
program  on  the  basis  of  the  worker*  s  recommenda- 
tion. 

.    ¥orfcer*s  advice  is  clear,  easy  to  follow  and 

suited  to  the  needs  of  the  specific  woi^c  groi^- 
s    Vorder's  manner  is  pleasant  and  helpful^ 

-  How  to  prepare  a  well-organized  staff  devel- 
opment program* 

-  How  to  advise  co-workers  on  organizing  their 
own  woric  unit's  staff  development  program. 

.    How  to  identify/organize  salient  points  from  a 
mass  of  data. 

c 

. 

1^ 
O 

NUMERICAL: 

• 

SPECIFIC » 

Objective    |    Goal  '| 

,    ^  of  those  co-worfcers  consulted  with  report  that 
worker*  s  suggestions  were  workable,  and  made  a 
significant  contribution  to  the  program* 

s    Over  X  period  of  time^  no  more  than  comiplaints 
that  worker  was  difficult  to  work  with* 

.    Needs  of  the  institution's  staff  for  further 
education. 

*    Equipment*  time*  and  fUnds/facilities  available 
for  staff  development. 

.    EhDWledge  of  Federal /agency  policy  and  guide- 
lines for  a  staff  development  program. 

.    Xncrwledge  of  agency  unit's  goals  and  objectives* 

PERFORMANCE  STANDARDS 

TRAINING  COKTEKT 

ERIC 


Data  \  People    |  Things    )     Data    I  People    j  Things 


Reas.    I  Math.     j    Lang.  j 


W.  F.  -  LEVEL 


I 


W.  F.  -  ORIENTATION 
4S7.      I      S07.      i  5% 


INSTR. 


G.  E.  D. 


TASK  NO. 


lA 


T 


I 


S.D.A.  16 


GOAL: 


OBJECTIVE: 


TASK:  Explains/clarifies  (in  writing  or  orally)  the  reasons  for  rejection  of  a  request  to  hold  a  training 
tneeting^  advising  requester  Aether  alternative  methods  of  training  are  available  or  if  modtf tcatton 
of  proposal  is  required^  using  discretion  based  upon  own  assessment  of  the  ability  of  the  requester 
to  conduct  training^  making  sxjggestions  or  explanations^  in  order  to  inform  the  person  requesting  a 
training  meetlrfg  how  proposed  training  may  be  best  approached* 


PERFORMANCE  STAiTDARDS 


DESCRimVEt 


00 


u 

o 


4  Reason  for  rejection  of  request  is  clearly 
explained;  alternatives  or  suggestions  are 
clearly  stated, 

*  Worker  uses  good  judgment  In  recoimiendatlon  to 
'Specific  persons. 

*  Suggest ions /explanations  of  training  techniques » 
approaches^  etCt>  are  clearly  stated  and  appropriate 
to  the  situation* 

NUMERICAL: 


o 


> 

CJ 
O 
**— : 

o 


In  X  time^  fewer  th^  X  number  of  complaints  ares 
received  that  requests  for  training  meetings  verc 
denied  without  explanation* 

In  X  tlme^  fewer  than  X  number  of  complaints  from 
persons  whose  requests  for  training  meetings  were 
denied  because  other  training  was  being  offered^ 
that  no  subsequent  training  was  held* 


TRAINING  CONTENT 


FUNCTIONAL: 


't    How  to  clearly^  accurately  state  a  position  . 

for  a  denial. 
*.  How  to  Supervise/manage* 

specific: 

*  Projected  training  plans  of  the  department* 

*  Training  available  in  department  by  position. 
.     Lines  of  respoijdibillty  for  training. 

*  Ability  of  the  requester  to  conduct  training^ 
facilities  avalldible  to  that  person. 


z  - 
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PERFORMANCE  STANDARDS 


TRAINIKG  CONTENT 


ERIC 


Data   1  People    1  Things 

Data     1  People    {  Things 

Reas.    1  Math^     |   Lang.  | 

INSTR. 

G.  E.  D.                 1  TASK  NO. 

5&       f        lA        j  lA 

80        1       5          1  15 

5 

4       1       2         14  IS.D.B.5 

GOAL: 

OBJECTIVE; 

t 

1 

I 

TASK;  Decides  upon  the  scheduling*  subject  matter  and  instructors  for  in-service  training  workshops,  using 
own  knowledge  of  staff  needs^  following  State  and  institutional  regulations  in  order  to  set  up  in^ 
service  training  workshops  relevant  to  staff  needs. 

PERFOKMANCE  STANDARDS 

TRAINING  CONTENT 

Objective        Goal     ]  ^    Organizational  Unit- 

DESCRIPTIVE: 

.'Training  workshops  are  appropriate,,  conveniently 

scheduled  and  of  interest  to  staff* 
.  Schedules  are  clear  and  without  conflict. 
^  »  Workshops  are  consistent  with  State  and  Federal 

regulations. 

NUMERICAL; 

.  Over  X  period  of  time,  no  more  than  X  number  of 
complaints  are  received  on  appropriateness  of 
workshop  scheduling^  subject  matter  and  consistency 
with  State  and  Federal  regulations^ 

FUNCTIONAL: 

^  How  to\schedule  workshops  considering  many 
Variables 

.  How  to  apply  State  and  Federal  regulations  to 
workshop  situations 

heeds 

/ 

SPECIFIC: 

^  Knowledge  of  State  and  institutional  regulations 
as  they  apply  to  staff . in-servlce  training 

»  Knowledge  of  c^abiltties  and  in-servtce  trains 
ing  needs  of  staff 

1 

H 
< 

o 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data  -f  People     |  Things 

Data     1  People    |  Things 

Reas.    t  Hath.     |  Lang. 

W.  F.  •  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

6.  E.  D. 

TASK  NO. 

5B     I        lA      1  lA 

80       1       5        t  10 

5 

5      1       3        I  4 

S.D.B.6 

GOAL: 

OBJECTIVE; 

TASK:  Determines/decides  upon  appropriate  college  accredited  courses  and  scheduling  for  selected  staff 

members  using  own  knowledge  of  staff  training  needs  and  educational 'opportunities  available^  follow- 
ing State  and  Federal  regulations  in  order  to  arrange  for  relevant  In-servlce  training  courses. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective     |    Goal      1       Organisational  Unit 

DESqRIPTIVE:  ' 

.  Training  courses  are  appropriate  and  conveniently 

scheduled. 

.  Courses  are  consistent  with  State  and  Federal 
regulations. 

NUMERICAL: 

.  Over  X  period  of  time^  no  more  than  X  number  of 

j^rtmn  1  a ^  n  ^ <    a ir^    irar*a *(  tro/l    ir^oain^ 4  n ^    aiMM^^^i^ iT'i  a  Hon  0< < 

'of  courses  and  scheduling^  interest  and/or  con- 
sistency with  State  and  Federal  regulations. 
,  Over'^perlod  of  time,  no  more  than  X  number  of 
complaints  were  received  from  participants  that 
courses^did  not  meet  their  in-service  training  • 
needs . 

FUNCTIONAL: 

.  How  to  schedule  college  accredited  courses 

considering  many  variables 
.  How  to  apply  State  and  Institutional  regulations 

to  course  situations 
.  How  to  determine  staff  training  needs 
.  How  to  discover  educational  opportunities 

available  In  the  area 

SPECIFIC: 

.  Knowledge  of  courses  available  at  area  colleges 
.  Knowledge  of  State  and  Federal  regulations 

as  they  apply  to  in-service  training 
.  Knowledge  of  staff  capabilies  and  in-service 

training  needs 
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FERFOHMANCE  STANMRDS 

TRAINING  CONTENT 

ERIC 


) 


Data   1  People    I  Things 

Data     1  People    f  Things 

Read.    |  Hath.      |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO- 

4      1        lA      1  3A 

4S       I        10      1  45 

5 

4(214 

S.D.B.7 

GOAL; 

OBJECTIVE: 

• 

TASK;  Takes  pictures  and  organizes  visual  materials  using  appropriate/required  equipment  and  knowledge  of 
photography  and  media  development  in  order  to  develop  media  presentation  explaining  agency  policy 
or  program. 

^  PERFORMANCE  SXANDARDS 

TRAINING  CONTENT 

*^ 

c 

DESCRIPTIVE; 

-  Pictures  meet  technical  standards' jcor  clarity,  etc. 
.  Pictures  portray  agency  policy/program  accurately. 
.  Visyal  materials  are  relevant  to  policy/program 
being  described. 

FUNCTIONAL: 

.  Knowledge  of  photography  and  ability  to  use 
equipment 

.  Knowledge  of  media  development  process 

.  How  to  organize  data  to  meet  a  specific  need 

> 

i 

H 

Objective    j    Goal     ]  Organizational 

NUMERICAL; 

.  Less  than       of  complaints  that  material  was  not 
•  policy/program. 

.  Less  than  X  number  of  complaints  that  presentation 
was  of  poor  technical  quality. 

SPECIFIC: 

.  Knowledge  of  specific  agency  policy/program 
.  Knowledge  of  special  equipment  to  be  used 
.  Knowledge  of  agency  requirements,  specifications, 
for  the  project 

ss: 
o 

. 

PERFORMAMCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data      People     |  Things 

Data    (  People    f  Things 

Reas.    1  Hath.     |   Lang,  j 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATtON 

INSTR. 

G.  E.  D.      /              1  TASK  NO. 

5B     I         lA     1  lA 

75      1         5       1  20 

5 

4      1          2       \          5  Is.D.B.S 

GOAL; 

OBJECTIVE: 

TASK;  Composes/writes  script  to  accompany  visual  uiaterials  using  knowledge  of  creative  writing  mxd  media 

development  in  order  to  put  together  media  presentation  explaining  agency  policy/program*              *  / 

/' 

PERFORmNCE  STAND/lRDS 

TRAINING  CONTENT 

BESCRIPTTVE; 

Script  is  clear,  accurate,  transmits  essential 
facts  and  ideas. 

FUNCTIONAL; 

.  Creative  writing  skills 

.  Knowledge  of  media  development  processes 

i 

M 

Vi 

H 

Objective    1    Goal     1    ■  Organizat tonal  Ur 

'  NUMERICia: 

.  Less  than  X  number  of  ccHnplaints  that  presentation 
did  not  adequately  explain  policy/program. 

.  Less  than  X  number  of  complaints  that  script  was 
not  accurate. 

—                                  —  * 

SPECIFIC* 

.  is^nowieage  or  speciiic  agency  poiicy/program 

.  Knowledge  of  agency  requirements,  standards 
for  the  project 

t 

< 

&: 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    t  Things 

Data    1  People    |  Things 

Reas.    1  Hath.     |  tang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

5A     1       lA  3A 

40      1         10     1  40 

5 

5     1        3       t  4 

S.D.B.9 

GOAL: 

OBJECTIVE: 

TASK:  Records  audible  portions  of  program  to  accompany  visual  laaterials,  using  appropriate/required  equip* 
ment  and  knowledge  of  techniques  of  media  development  in  order  to  put  together  media  presentation  y 
explaining  agency  policy  or  program.  / 

■ 
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PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Audio  meets  technical  standards  for  clarity, 
synchronization,  etc* 

NUMERICAL: 

.  Less  than  X  number  of  cc^nplaints  that  recording 

was  of  poor  technical  quality. 
.  Les^  than  X  number  of  complaints  that  audio  was 

not' appropriate  to  visual  content  of  presentation. 

* 

TRAINING  CONTENT 

FUNCTIONAL: 

.  Knowledge  of  recording  processes  and  ability 

to  use  recording  equipment 
.  Knowledge  of  media  development  processes 

SPECIFIC; 

.  Knowledge  of  specific  agency  policy/program 
.  Knowledge  of  specific  equipment  to  be  used 
.  Knowledge  of  agency  requirements^  standards^ 
for  the  project 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data  '1  People    t  Things 

Data    {  People    |  Things 

Reas*    1  Hath.     |  Lang* 

• 

W,  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  E.  D. 

TASK  NO. 

U        1      iA  lA 

65        1       30        1  5 

5 

5        i      3         t  4 

SD.B.  10 

GOAL: 

OBJECTIVE: 

TASK:  Examines /evaluates /discusses  with  curriculum  consultant  and  teacher-supervisor  present  curriculum 
and  objectives  of  teaching  team,  in  order  to  determine  the  appropriate  curriculum  for  the  upcoming 
school  term. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

to 

■ 

Objective         Goal             Organizational  Unit- 

descriptive: 

.  Curriculum  is  acceptable  to  ttie  curriculum 
consultant  and  the  teacher-supervisor, 

,  Curriculum  is  consistent  with  the  teaching  team 
guidelines . 

.  Curriculum  considers  past  curriculums* 

.  Curriculum  takes  into  account  the  students*  needs 
and  abilities. 

NUMERICAL: 

•  Over  X  period  of  time,  no  more  than  X  number  of 
complaints  are  received  as  to  the  curriculum*  s 
violation  of  the  teaching  team  guidelines,  dis- 
continuity of  previous  curriculum  and  learning 
processes  and/or  inapplicability  to  the  students 
or  school. 

.  Curriculum  is  decided  upon  at  least  X  number  of 
day?  before  school  term  is  to  start. 

FUNCTIONAL: 

.  General  knowledge  of  curriculum  models  and 

teaching  methods 
.  How  to  plan  curriculums  considering  teaching 

team*s  objectives  and  the  existing  curriculums 

SPECIFIC; 

.  Knowledge  of  curriculum  models  which  would  meet 

the  school ^s  needs 
.  Knowledge  of  school  and  its  needs  ' 
.  Knowledge  of  teaching  t^am  objectives  and  the 

existing  curriculum 
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1 

< 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data     People    !  Things 

Data    1  People    I  Things 

1}    Reas,    1  Math,     |  Lang, 

F.  -  LEVEL 

F.  -  ORIEHTATION 

INSTR.                     G.  E.  D. 

TASK  NO* 

SB    i              1      lA  ■ 

6        1       ^              ^  L 

SD.B*  11 

COAL; 

OBJECTIVE: 

♦ 

TASK:  Plans/develops  training  programs  for  voiScersi  consulting  with  Staff  Development  voifcera  in  the 

development  of  jnaterialai  eacplalnlng  interpretation  of  appropriate  mamiala/acceptable  time  lag  ^ 
in  client  reporting  of  incoiae  changes /desired  development  of  voiScerwclient  relationships!  in  order 
to  design  training  programs  necessary  to  reduce  error  incidence  diie  to  mj^r^-tnlL  misinterpretation/ 
client  failure  to  report  changes  in  income* 

PERFORMANCE  STANDAItDS 

TRAINING  CONTENT 

u 

C 
t — * 

§ 

u 
c 

O 

1-t 

C3 
O 
O 

U 

o 
o 

IBSSCBIPTIVE: 

*  Vorl^r  is  thorough  in  analysis  of  errors* 

*  Crain-fng  plans  developedi  deal  effectively 
with  identified  prol>lem  areas* 

*  Kakes  use  of  collateral  staff  (staff 
Development 1  experienced  staff)  in  program 

aeve^opincii  v|  p,±anrn  ng* 
^    Explanations  of  agency  ohjectivedt  procedures 
to  collateral  staff  are  cleaxi  consistenti 
penetaating,  "to-the-point* " 

NOHE&IpAL: 

*  III  X  time^  after  training  sessioni  errors  due 
to  identified  problem  decrease  tsy,  at  least, 

^    ta  X  time,  fever  than  X  number  of  complaints 
frcoa  Bi^rvlsori.  that  ^training  sessions 
deal  with  inconsequential  problems* 

PGNCIIOKAL: 

*  How  to  administer  specified  program, 

*  How  to  develop  training  programs  which 
deal  effectively  with  problem  ai?eas* 

*  How  to  identify  problem  areas  in  specified 
programs* 

*  How  to  communicate  effectively  with 
individuals,  small  groups* 

*  How  to  pinpoint  th&  ca-uae  of  errors  in 
specified  programs* 

*  How  to  interpret /explain  maniial  material* 

SPEGHTC: 

*  Regulations  for  specific  program* 

*  Sources  of  information  relative  to  errors* 

*  How  Quality  Control  establishes  errors* 

*  Collateral  staff  availal>le  for  planning, 

*  Lines  of  agency  responsibility* 

*.  Knowledge  of  agency  ol^jectives/S*0*P» 

> 

> 

s 

-  PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    1  Things 

Data    !  People    (  Things 

1 

Reas.    1  Math.     |  Lang. 

W.        -  LEVEL 

F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

SB     i     5          1  lA 

70%     1       25%     \  5% 

5 

5               3        [  4 

SD.B.  12 

GOAL: 

objective: 

TASK;  Coordinates/approves/ disapproves/modifies  training  plans  submitted  by  area  field  assistant^  offering 
technical  advice  as  requested^  or  as  evaluations  of  the  plan  reveal  a  need^  consulting  Federal  and 
State  guidelines  for  training  plans  and  exercising  professional  judgment  in  their  application^  in 
order  to  ensure  the  delivery  of  well-planned^  pertinent  training  to  employees. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL; 

4-1 

C 

c: 

N 

c 

.    Worker  thoroughly  evaluates  coiDponents  of  training 
plans  for  appropriateness  with  Federal/State  guide- 
lines^ effectiveness^  and  clarity  of  purpose  and 
objectives* 

*  Worker  uses  good  judgment  in  offering  technical 
advice^  suggesting  changes^  or  alternatives* 

*  Worker  demonstrates  good  professional  judgment  in 
evaluation  of  training  plans. 

How  to  plan^  analyze  and  evaluate  training 

proposals  according  to  given  format. 

How  to  read/ interpret  progran  guide lines /Federal 

or  State  regulations^ 
:    How  to  state  technical  advice  clearly  and 

'  accurately. 
*    How  component  parts  of  training  plans  fit 

together  to  form  a  training  unit. 

Si 

o 

NUMEEtlCAL; 

SPECIFIC: 

o 
o 

o 

.    In  X  period  of  time^  subsequent  evaluation  of  plans 
approved  by  worker  reveals  that  at  least  meet 
stated  objectives  and  do  Toeet  Federal  requirements 
for  reimbursement. 

.    In  X  time^  fewer  than  X  number  of  complaints  from 
area  field  assistants  that  they  were  unable  to 
obtain  technical  assistance/ advice  from  worker^  or 
Unable  to  understand  it. 

.    Goals^  purpose^  objectives  of  training  programs 

in  the  department. 
.    Applicable  State/Federal  regulations  or  guide** 

lines. 

*    Departmental  guidelines  for  training  programs. 
.    Time^  staf f ^  resources^  funding  available. 
Optidns  available  for  training. 

  —  ^ 

PERFOllMMTCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   1  People    |  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |   Lang.  | 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D.      /             j  TASK  NO. 

_5B     I       2        1  lA 

80       {       15      1  5 

4 

4      [       1        t       4       'Uft.B^  U 

GOAL: 

OBJECTIVE; 

TASK:  Plans/organizes  workshops  for  area  and  county  clerical  personnel,  working  with  Staff  Development^ 
and  determining  appropriate  program  speakers,  tours  and  overall  workshop  structure,  following 
Department  procedures  for  organizing  workshops  and  seminars,  in  order  to  develop  worksho[>s  and 
seminars  which  will  provide  orientation  to  area  and  county  clerical  staffs  about  Central  Office. 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

CO 

Objective     |    Goal      1    .  Organizational  Unit 

DESCRIPTIVE: 

.  The  workshop  plans  reflect  careful  consideration 

of  all  available  data. 
.  Workshop  plans  are  developed  in  reasonable  time. 

NUMERICAL: 

.  Less  than  X  complaints  per  workshop  that  workshop 
did  not  familiarize  clerical  personnel  with 
Central  Office,  due  to  poor  organization/planning, 

.  Workshop  plans  are  completed  in  X  period  of  time. 

FUNCTIONAL: 

.  How  to  plan/organize  workshops 
SPECIFIC ; 

.  Basic  organization  of  Central  Office 
.  The  availability  of  speakers  and  the  areas  to 
be  toured 

,  Department  procedures  and  steps  in  organizing 

workshops  and  seminars. 
.  Specific  information  to  be  included  in  workshops 

> 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

i  \ 

Dsc=   i  Picplc    I  Ihir.gs    I    Data    \  People    i  Things 

}j    Reas.    i  Math.     I   Uang.     \  I 

IHSTR.     1               G.  E.  D.                    1  TASi:  };0.  I 

ii          1      S         t       1                it        1  SD.D.  4  ! 

i 

GOALr 

■ 

i 

OBJECTIVE: 

TASK;  Biscuesion/saplalua  teachinff  techniques,  on-the-job  svaltaationa  with  vocational  inotruatora, 

suggesting  axeaa  needing  improvement,  courses  available  for  further  training,  changes"  in  methods, 
new  inputs,  in  order  to  assist  the*  vocational  instructors  in  providing  better  vocational  training 
for  the  students* 

PERFOSMAKCE  STANDARDS 

• 

TRAINING  CONTENT 

1 

% 
3 

r: 

It 

c 
c 

ISBSCRIS'^lVEt 

*  BiscuBsiona  are  infoxmativs  and  hslpful  in 
-iniproving  ths  training  programa* 

*  Voi^r  is  coiiLErkeoue  and  tactful  vken  discussing 
areas  of  improvement* 

*  Voiksr^s  suggestions  of  nev  inpute  and  changes 
are  feaailjle  vithin  ths  institutional  estting* 

FDNC!Pia(tALt 

*  Current  loiovled^  of  changes  and  nsv  materials 
in  the  vocational  training 'fields* 

«    Basic  knowlsdge  of  educational  methods/techniguea 

SEECinCr 

.    Knowlsdge  of  the  instructor's  weaknessss  and 
strengths* 

*  Knowledge  of  new  mateid^als  in  each  specific 
vocational  field* 

*  Knowlsdge  of  related  agency  poliqjr* 

ci 
O 

o 
o 

1  ^ 

*  In  X  time,  fever  than  X  complaints  f^om  instructors 
that  ths  discussions  vere  xmclsar  or  that  sugges-^ 
tiona  are  impractical. 

*  In  X  time,  ins'teuctor  demonstrate  an  understanding 
of      of  the  changes/suggestions* 

\ 

a 

I 
1 

t 

PERFORMANCE  STANfiARDS 

TRAINING  CONTENT 

ERIC 


Data  1  People    1  Things 

Data     t  People    {  Things 

Reas*    1  Math*     |  Lang* 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D* 

TASK  NO. 

h       ]     im        1  lA 

U 

k        \       1        V  h 

SD^D.  5 

GOAL: 

OBJECTIVE: 

TASK:    Conducts  orientation  training  session  for  new/ 'teansf erred  employees^  presenting  ii^ormation  Sxom 

training  notes/lesson  plan/agenda»  enooucaglng  discuss ion/partioipation»  asking/anavering  questions^ 
xeeolvlng/coplng  ^-Qi  problems  as  they  arise»  in  order  to  prepare  employees  to  assume  nev  roles/ 
responsi^billties* 

PElEtFOKMAKCE  STANDARDS 

TRAINING  CONTENT 

liBSGBIFTIVSi 

FUNCTIONAL: 

> 

tz 

1 

o 

■u 
N 

*  The  orientation  sessions  run  Bmoothly* 

*  Voi^r  effeotiirely  eliminates  problems  as  they 
arise* 

*  Worker  actively  encourages  participation  by  all 
attending^ 

^    Knowledge  of  group  behavior  and  how  to  elicit 
active  participation  by  the  group^ 

*    How  to  make  guide  decisions  to  eliminate  a 
problem* 

«    Teaching  ikllls* 

^    Knowledge  of  staff  development  techniques 

<. 

SI 

C 
• 

NUMERICAL: 

SPECIFIC: 

Ohlcctlvc    t    Goal     1  C 

^    TTpon  review  each  orientation  session  meets  3^  of 
ibe  goals  and  objectives  set  for  that  session* 

*  Fever  than  X  ccmplainta  fcom  participants  that 
the  session  vas  borlng»  unfraltfuX^  not  veil 
planned* 

*  Ko  lexigthly  ungplaoned  pauses  or  interiniptions  in 
any  session* 

*  Understanding  of  the  purpose  of  the  session* 

*  Knowledge  of  the  agenda* 

^    Knowledge  of  resources  available  to  avert  a 
crisis  situation* 

/ 

PERFOMIANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


CD 
00 


Data  1  People    (  Things 

Data    1  People    |  Things 

Reas.    t  Hath.     |  Lang. 

F.  -  LEVEL 

W.  F.  -  ORIENTATIOM 

INSTR. 

G.  E.  D. 

TASK  NO. 

4      1    lA         1  lA 

80        Is           1  IS 

5 

5          1      2         1  5 

SD.E^  4 

GOAL: 

OBJECTIVES 

TASK:  Evaluates  the  effectiveness  of  a  plan  Implemented  to  teach  medical  knowledge  and  techniques  to  various 
nursing  staff  members^  reading  care  plans  and  progress  notes>  and  relying  on  objective  test  results, 
In  order  to  determine  how  well  they  understood  and  applied  the  Information  taught. 

u 

« 

N 

s 
a 

u 
o 

PBItFO^fAHCE  S7ANDAKDS 

DESCRIPTIVE: 

.  fivaluatlqns  are  objective^  thorough^  complete^ 

iccurate>  and  reflect  good  judgement. 
*  Evaluations  are  coiq>leted  with  reasonable  speed. 

NUMERICAL: 

.  Over  a  specific  period  of  time>  1C7*  of  staff  agree 
with  worker* s  evaluation. 

TBAINIHG  COHXEHT 

FUNCTIONAL: 

.  Ability  to  read  and  interpret  test  results>  care 

plans  and  progress  notes. 
.  Nursing  and  teaching  techniques. 
.  How  to  evaluate  the  effectiveness  of  teaching 

techni<{ues 

SPECIFIC: 

.  Knowledge  of  the  information  contained  within 

the  tests,  care  plans,  and  progress  reports. 
.  Knowledge  of  the  Information  taught 
.  Where  to  obtain  additional  needed  information. 

M 

^ 

M 

.95 

3 

. 

Goal 

Objective  f 

PERFQRHhNCE  SCAHOARDS 

TRAINING  CONTENT  

ERIC 


Data   1  People     I  Things 

Data    1  People    \  Things 

Reas«    \  Math«     |  Lang« 

W.  F.  "  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

E. 'D. 

TASK  NO. 

SB      1      Ut       1  Ut 

9(M    \       ^      \  ^ 

u 

k     \    z      i     k  _ 

SD^E^  5 

GOAL: 

objective: 

TASK:    Svaluates  the  results  of  previous  orientation  sessions^  applying  KnovXed^  of  departmental  goals 
and  objectives  and  purpose  oS  orientation  sessions^  allottin^r  time  and  setting^  vip  sequence  or 
activities  in  order  to  develop  an  agenda  for  the  orientation  session^ 

4J 
C 

M 

g 

O 

i-» 
rj 
0 

>, 

U 

PERFORMANCE  STANDARDS 

DBSGSIFTIVE: 

*  Plans  an  interesting^  veil  or^aniz^d  orientation 
session^ 

.    Covers  topics  ^uhloh  meet  the  goals  and  ob;}eotives 

of  an  orientation  session^ 
«    Carefully  considere  the  results  of  past  orients^ 

*  T^on  review^  X  agendas  axe  a^roprlate  and  voj^ 
able  in  X  time^ 

.    Each  orientation  session  ineets  ^  of  the  goals 
and  objectives. 

TRAINING  CONTENT 

PUNCO^IOKAL: 

*  Si2ovledge  of  staff  development  principles^ 

'  .    How  to  plan  an  agenda  appropriate  for  a  specific 
purpose^ 

SFBCIFIC: 

A  thorou^  knowledge  of  the  depairtment^e 
functions  and  operation^ 

*  Goals  and  objectives  of  the  oxientatiOQ  session* 

*  Time  allotted  for  the  session^ 

.    Knowledge  of  available  support  for  planned 
activities  (x«e«  probable  epeakerSf  budget^ 
etc«  )* 

> 

tz: 
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• 

PERFORmNCE  STANDARDS 

TRA1!^IKG  CONTEST 

RESEARCH,  STATISTICS  AHD  lATA  PROCESSIMG 

(R)  36 


A.  Flaiming 

B.  Developing  Methodology /instruments 

C.  Data  Collection/ComQpilation 

D.  Analyses/Contputations 

E.  Report  Writing 

F.  Data  Processing 


lao 


Data   i  People     [  Things    \     D^ita     t  PoopXa    1  Things 

t 

Reas*    i   Math*  Lang* 

i 

W.  F.  -  LEVEL           i              F.  -  ORIEKTATION 

INSTR. 

'    G*  E*  D*                      i  TASK  NO* 

n 

  1  1  1  r                        1  1 

4     1     U           U        1    90%           5%       [  5% 

5 

5               1               5          1  R.E.  2 

!  I 

GOAL; 

OBJECTIVE: 

t 

TASK;  Studies /analyzes  recent  available  information  (publications >  bookd»  magazine  articles^  pamphlets^ 

State  and  Federal  guidelines^  etc.)  concerning  a  certain  aspect  of  corrections^  in  order  to  formulate/ 
write  a  researdi  atudy^  as  requested  by  the  legislature  or  the  superintendent^  using  an  extensive 
taiowledge  of  the  field  of  corrections  and  available  literature  in  the  field. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL: 

-~ 

2:; 

o 
o 

o 
O 

ft 

O 

o 
o 

.    Worker  assures  that  study  concentrates  on  correct 

aspect  of  corrections. 
.    Worker  writes  study  in  a  comprehensive^  clear> 

conciie^  well,  organized  manner. 
.  -  Study  is  completed  within  a  reasonable  period  of 

time . 

mJHERICAL; 

.    Superintendent  notes  that  all  <100%)  of  the 

research  studies  concentrate  on  correct  aspect 

of  corrections. 
\    Superintendent  and/ or  legislators  note  that 

available  data  was  omitted  from  ^  study  no  more 

than  X  times. 

;    How  to  conduct/write  a  research  study. 
.    How  to'  analyze  a  variety  of  information. 
.  ^  Knowledge  of  the  field  of  corrections. 

SPECIFIC; 

.    Specific  topic  of  research  study. 

Where  and  how  to  locate  available  literature. 
.    Knowledge  of  the  specific  aspect  In  the  field 

of  corrections  for  whidi  a  research,  study 

has  been  requested* 
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'    '                    PERFORMANCE  STANDARDS 

TRAINING  CONTEiJT  1 

E 
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.  DatA   I  People     |  Things 

Data     1  People    |  Things 

'  Reas*    1  Math*     |  Lang* 

W.  F.  -  LEVEL 

W*  F*  -  ORIENTATION 

INSTR* 

G*  E,  D^ 

TASK  NO, 

^1       3A       1  lA, 

.     40       1       55       1  5 

4 

4       1       1        t  4 

R*F*  1 

GOAL: 

objective: 

TASK;    Explains/describes/discusses  with  members  of  different  units  and  outside  the  department,  uses/benefits 
methods  of  ADP  systems  In  use,  describing  systems,  and  sharing  Information  available,  based  on  own 
knowledge  of  ADP  systems  and  agency  S*0,P*,  guides,  and  technical  manuals,  in  order  to  foster  cooper- 
ation and  good  rapport  between  the  Data  Processing  Department  and  the  sections  they  serve* 

PERFORMANCE  STWTOARDS 

DESCRIPTIVE: 

TRAINING  CONTENT 

FUNCTIONAL; 

i 

c 

o 

Cj 

O 
*^ 

o 
u 

> 

4J 

U 

O 

,  Worker  uses  good  judgment  in  selecting  materials  to 

discuss  with  the  various  representatives  of  the 

different  units^ 
*  Worker  discusses  the  systems  clearly,  providing 

accurate  information  in  a  polite  and  warm  manner* 
*■       1  lows  propel,  p toceaur es  ror  in ceraeparcmen cai 

corzauni  cat  ions  * 

NUMERICAL: 

*  The  capabilities  of  a  computer  and  how  data  can 
be  used 

*  An  understanding  of  interpersonal  relationships^ 
»  How  to  communicate  technical  information 

*  Efficient  uses  of  data 

SPECIFIC: 

*  The  type  of  data  processed  by  the  department  and 
how  it  applies  to  the  various  sections 

VJ 

H 

1 

H 

< 

m 

O 

a 

*  Fewer  than  X  complaints  in  X  amount  of  time  about 
worker's  manner* 

*  Fewer  than  X  complaints  in  X  amount  of  time  from 
workers  in  other  departments  that  they  cannot  under- 
stand the  explanations* 

*  l^o  cases  of  departments  falling  to  cooperate  because 
of  the  worker's  methods  or  attitude,  as  judged  by 
supervisor* 

,  Opportunities  available  for  discussing  data  - 
processing  with  sections  within  and  outside  the 
department 

*  Knowledge  of  procedures  for  interdepartmental 
communications 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 



Data   1  People    i  Things    1     Data     I  People    |  Things 

1    Reas.    1  Math.     |  Lang. 

W.  F.  *  LEVEL           1        M.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4      J      4A       1      lA         1      50        1      45        1  5 

5 

5       i      3  5 

R*F*  2 

goal; 

OBJECTIVE; 

TASK:  Discusses  ^  proposed  ADP  system  with  the  re^juester  of  the  system,  explaining  limitations,  gathering 
information  concerning  requester*s  expectations^  and  determining  needs  and  objectives  for  the  pro* 
posed  system,  applying  own  knowledge  of  agency  ADP  systems  currently  in  operation  and  agency  needs 
and  limitations^  in  order  to  gain  the  information  to  design  the  ADP  system* 

PERFOBMAKCE  STANDARDS 

TRAINING  CONTENT 

Objective        Goal            O^gani^at^ona^  Unit 

descriptive: 

*  Carefully  examines  the  proposed  ADP.  system* 
.  Determines  points  that  need  clarification. 

♦  Asks  pertinent  questions  about  what  is  expected. 
.  Gets  a  clear  picture  of  the  proposed  ADP  system 

for  designing  the  exact  program  desired. 

NUMERICAL; 

.  All  information  needed  for  designing  an  ADP  system 

Is  obtained^  determined  by  the  final  system  and  how 

it  meets  its  objectives.  ' 
.  In  X  time^  fewer  than  X  complaints  are  received 

from  program  requester  about  the  worker* s  manner 

in  gaining  information* 
.  Upon  review  of  the  final  ADP  systems  designed, 

less  than  2^  of  the  systems  designed  do  not  meet 

their  objectives. 

FUNCTIONAL: 

.  Knowledge  of  computer  operations 
,  How  to  design  an  ADP  system 

,  How  to  examine  a  proposed  ADP  system  to  gain 
all  pertinent  information 

SPECIFIC; 

,  Knowledge  of  the  specific  ADP  system  to  be 
designed 

.  Who  to  contact  to  get  exact  specifications 

for  a  proposed  ADP  system 
,  Facilities  available  for  designing  ADP  systems 
.  Knowledge  of  agency  ADP  syst^s  currently  in 

operation 

> 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Daca   1  People    |  Things 

Data    1  People    [  Things 

1    Reas*    )   Math.     f  Lang. 

W.   F.  -  LEVEL 

W.  F.  •  ORIENTATION 

INSTR. 

G.  E.  D.  * 

TASK  NO, 

4           4b  1A 

40        i      55        1  5 

5 

5        i      5  5 

R.F.  3 

goal: 

OBJECTIVE; 

TASK:  Teaches/demonstrates/explains  the  operation  of  an  ADP  system,  describing/discussing  how  to  use  the 
system,  how  to  find  errors,  what  to  expect  from  the  system,  etc.,  based  on  own  knowledge  of  the 
specific  ADP  system  to  be  used  and  agency  standards  and  requirements,  in  order  to  train  personnel 
directly  involved  with  the  operation  of  the  system. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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DESCRIPTIVE: 

.  Worker  explains  the  use  of  the  ADP  system  accurateljj 
clearly  and  comprehensively* 

*  Worker  covers  all  areas  concerning  the  system. 
.  Worker  is  pleasant  and  courteous. 

.  Speaks  clearly  and  in  terras  readily  understood  by 
personnel  involved. 

NUMERICAL: 

*  Over  X  period  of  time,  X%  of  the  workers  involved 
with  the  operation  of  the  ADP  system  are  able  to 
use  the  system  effectively,  as  determined  by  the 
supervisor. 

*  In  X  time,  fewer  than  X  complaints  are  received 
that  workers  did  not  understand  the  explanations 
or  about  the  worker's  manner  or  attitude. 

FUNCTIONAL: 

.  How  to  describe  an  ADP  system  in  terras  that  can 
be  readily  understood  by  personnel  involved  with 
the  system 

.  Knowledge  of  ASP  systems  and  computers 

SPECIFIC; 

.  Knowledge  of  the  capahilities  of  the  personnel 

involved  with  the  system  (i.e.,  their  level  of 

understanding  of  data  processing) 
.  Knowledge  of  the  specific  ADP  system  the 

employees  will  be  involved  with 
.  Knowledge  of  the  facilities  available  and  forms, 

machines,  etc.,  the  employees  will  be  using 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data    1  People       Things    |     Data     |  People    {  Things 
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G.  E.  D. 

TASK  NO. 
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R.F.  4  ' 

1 

GOAL; 

OBJECTIVE; 

1 

TASK:  Determines/decides  the  time  required  for  preparing  input  information,  coding,  keypunching,  programming 
and  computer  time,  relying  on  past  experience  and  knowledge  of  ADP  system  designing,  and  considering 
the  present  workload  in  the  various  sections,  in  order  to  schedule  these  operations  so  the  system 
will  be  completed  on  time. 

PERFORMANCE  SXAIJDARDS 

TRAIN IHG  COMTENT 
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DESCRIPTIVE; 

.  Accurately  determines  the  amount  of . time  needed 
for  the  various  operations  for  completing  an  ADP 
system. 

.  The  schedule  is  workable  (each  operation  is  in 

the  proper  sequence). 
.  Worker  considers  limitations  within  each  of  these 

operations  (i.e.,  other  programs  which  may  require 

the  same  operations). 

numerical: 

.  For  each  ADP  system  planned,  none  of  the  operations 
are  delayed  because  of  impractical  scheduling. 

.  X%  of  the  systems  are  completed  within  the 
scheduled  time. 

.  In  X  time,  fewer  than  X  complaints  are  received 
from  the  various  sections,  that  the  worker  has 
made  Impossible  demands  for  completing  an  ADP 
system. 

FUWCTIOHAL: 

,  An  understanding  of  coding,  keypunching,  pro- 
gramming and  computer  time 
.  How  to  organise  data  processes  sequentially 

SPECIFIC ! 

.  The  specific  information  to  be  coded,  key- 
punched>  programmed  and  run  through  the  computer 

.  knowledge  of  the  workload  of  departmental  coders, 
keypunchers ,  programmers  and  computers 

.  The  scheduled  data  for  the  system  completion 

,  Departmental  S.O.P.  for  scheduling  coding, 
keypunching,  programming  and  computer  time 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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G.  E.  D.                       TASK  NO.         1  * 
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GOAL: 

OBJECTIVE; 

i 
1 

i 

TASK:    Discusses/examines  problems  and  progress  in  the  development  of  an  ADP  system  with  other  systems 
analysts,  applying  knowledge  of  computers,  pro granatin g,  etc.,  and  past  experience  in  designing 
ADP  systems.  In  order  to  assist  the  analysts  in  solving  problems  in  designing  an  ADP  system. 

!  j 

PERFORMAHCE  STANDARDS 

TRAINING  CONTENT 
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DESCRIPTIVE: 

.  Analyzes  the  problem  and  logically  determines  a 
solution. 

.  Carefully  discusses  with  other  analysts  all  aspects 
of  the  problems  in  designing  an  ADP  system. 

.  Uses  good  judgment  in  determining  a  solution. 

.  l/orker  is  warm,  pleasant,  and  courteous  in  dis- 
cussing the  problems* 

NUMERICAL: 

.  In  X  time,  fewer  than  X  complaints  received  from 
other  analysts  about  the  worker^s  manner  in  dis** 
cussing  a  problem  with  them. 

FUNCTIONAL: 

.  How  to  design  an  ADP  system 

.  A  thorough  understanding  of  computers  and  all 

inputs  necessary  to  process  data 
.  How  to  logically  approach  a  problem  and 

determine  a  solution  (analytical  thinking) 

SPECIFIC: 

.  Knowledge  of  the  purposes  bf  the  department 
.  Areas  which  can  cause  problems  in  designing 

an  ADP  system 
.  Facilities  available  for  solving  problems 

>i 

\^ 

■  '"1 
c 

Objective     [    Goal  1 

.  Fewer  than  X  complaints  in  X  time  about  the 
suggested  solution  to  the  problem  not  being 
correct  or  appropriate. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Dnta   I  People    I  Things    [     Data     1  People    f  Things 

Reas.   .{  Math.      |  Lang. 

W,  F.   ■*  LEVEL            1                     -  ORIENTATION 
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G.  E.  D. 

TASK  NO. 
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R.F.  6 

GOAL; 

OBJECTIVE; 

TASK;  Questions  closely/listens  to  representatives  of  a  department  to  find  out  exactly  what  information 
their  department  requires  for  the  statistical  reports  it  requested^  using  own  knowledge^  agency 
policy  and  procedures  and  controlling  legislation/regulations^  in  order  to  gather  information 
needed  to  design  a  questionnaire. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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DESCRIPTIVE: 

•  Worker  asks  questions  which  obtain  all  the  perti^ 
nent  information  needed. 

.  Worker  questions  in  a  respectful^  patient,  and 
intelligent  manner. 

.  Worker  obtains  the  needed  information  in  a  reason- 
able amount  of  time. 

NUMERICAL: 

.  No  more  than  X  number  of  complaints  are  received 
as  to  worker's  questions  and/or  manner  of  question- 
ing. 

.  Questioning  by  worker  is  completed  in  no  more  than 

X  amount  of  time. 
.  No  more  than  X  number  of  complaints  that  informa* 

tion  is  incomplete  or  inaccurate. 

FUNCTIONAL: 

,  How  to  ask  questions  which  produce  the  required 
information 

.  How  to  question  respectfully  and  courteously 
SPECIFIC: 

.  Knowledge  of  appropriate  person  to  supply 
pertinent  information 

.  How  to^  gather  pertinent  information  for  the 
specific  project 

,  Knowledge  of  specific  purpose  of  the  question- 
naire 
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PERFORMANCE  STANDARDS 

TRAINING  CONTEfIT 

Data   1  People    1  Things 

Data    1  People    {  Things 

1    Reas.    1   Math.      \  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIEMTATtON 

INSTR.     1                G.  E.  D. 

TASK  SO. 

40        !     55          I  5 

5          Is         1     3  Is 

R.F.  7 

GOAL: 

OBJECTIVE: 

TASK:   Explains/describes  a  program  design  to  the  computer  programmers^  applying  knowledge  of  computers 
and  systems  designing^  and  knowledge  of  specific  system  to  be  implemented^  In  order  to  make  clear 
the  design  the  computer  programners  are  to  follow  in  writing  a  program  for  the  system. 

PERFORMANCE  STANDARDS 

descriptive: 

TRAINING  CONTENT 

FUNCTIONAL: 

> 

Unit' 

.  Explanation  is  thorough^  accurate. 

.  Worker  Is  polite^  courteous  and  speaks  clearly. 

NUMERICAL: 

.  Knowledge  of  computer  programming 
.  How  to  explain^  clarify  a  design  for  computer 
programmers 

.  Knowledge  of  administrative  theory /practice  as 
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.  Computer  progratmiers  complain  less  than  X  times  about 
etc. 

.  Over  X  period  of  time>  computer  programners  are  able 
to  program  X%  of  the  designed  programs  without 
additional  data. 

related  to  ADP  analysis 
SPECIFIC; 

»  Knowledge  of  the  system  design  to  be  programmed 
.  Knowledge  of  the  programmers'  abilities  and 

capacities  ) 
.  Knowledge  of  Departmental  S.O^P.  for  arranging 

for  computer  programming 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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Data       People    |  Things 

Reas.    1  Math.     )  Lang. 

W.  F.  *  LEVEL 
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G.  E.  D. 

TASK  NO. 
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R.F.  8 

GOAL: 

OBJECTIVE; 

TASK:  Examines/evaluates  a  completed  ADP  system,  reviewing  the  expectations  of  the  system  (the  intended 
purpose)  comparing  with  the  actual  output,  based  on  knowledge  of  agency  expectations,  standards, 
requirements,  limitations,  and  options  available  for  adjusting  and  revising  specific  ADP  systems, 
in  order  to  determine  needed  alterations  or  revisions  to  meet  the  intended  purpose. 

Objective        Goal     1       Organisational  Unit 

PERFOBMANCE  STAl^ARDS 

DESCRIPTIVE: 

.  Carefully  evaluates  the  completed  ADP  system. 
.  Uses  good  judgment  and  logic  when  determining 

revisions  or  adjustments  to  assure  that  the 

system  meets  expectations. 
.  Accurately  determines  if.  the  system  is  meeting 

expectations. 

NUMERICAL: 

.  In  X  time,  fewer  than  X  complaints  are  received 
that  the  system  failed  to  meet  expectations.  ^ 

.  Less  than  X%  of  the  revisions  made  are  determined 
by  supervisor  as  inappropriate/ inadequate  or 
unnecessary. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  evaluate  an  ADP  system 

.  Knowledge  of  the  effects  of  various  changes^ 

alterations  or  revisions  in  an  ADP  system 
.  How  to  correct /de-bug  an  ADP  system 

SPECIFIC; 

.  The  expectations  of  specific  ADP  systems 

.  Options  available  for  adjusting  and  revising 

the  syst^« 
.  Limitations  of  the  system 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1 
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Data     I  People    {  Things 

1 

Reas*    1  Math.      |  Lang* 

! 

W.  F.  -  LEVEL 

W.  F*  •  ORIENTATION 

INSTR* 

G*  E.  D* 

TASi; 
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GOAL: 

OBJECTIVE t 

TASK:  Formulates/draws  up  procedures  and  schedules  for  collecting  data  for  routine/special  requests  tc^r 

statistical  reportsj  taking  into  consideration  availability  of  staffs  deadlines  for  various  ver^^-^zsy 
and  State  and  Federal  regulations^  in  order  to  plan  for  the  efficient  functioning  of  office  pcv^.^::^ 
nel  for  data  collection* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

oal             Organizational  Unit 

descriptive: 

*  The  method  of  data  collection  is  accurate^  thorough 
and  completed  with  reasonable  speed* 

*  The  procedures  and  schedules  are  workable,  clear, 
and  precise* 

NUMERICAL: 

*  Over  X  period  of  time,  no  more  than  K%  of  complaints 
are  received  as  to  the  method  of  data  collection* 

*  Over  X  period  of  time,  no  more  than  X  data  analysis 
projects  are  not  scheduled  to  be  completed  on  time* 

^  Over  X  period  of  timej  no  more  than  X  complaints 
from  subordinates  that  the  plan  is  unclear  or 
unrealistic* 

FUNCTIONAL; 

*  How  to  formulate  procedures  which  are  £:lti£r. 
precise,  and  workable 

*  How  to  draw  up  schedule  for  organizing  tiit 
activities  involved  in  making  statistical 
analysis 

*  How  to  supervise  personnel  efficiently 
SPECIFIC: 

*  Knowledge  of  data  to  be  collected 

.  Knowledge  o£  methods  of  data  collection  3rd 
staff  capabilities 

*  Knowledge  of  special  statistical  reports 

*  Knowledge  of  office  S*O.P- 

*  Knowledge  of  required  routine  reports  and 
deadlines 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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R.F.  10 


OBJECTIVE: 


i  i  TASK; 
1 


1 

1  c 
t  > 

i  ^ 


j  o 
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TaUcs  vith/explains  to  departnieiit  heads/administrative  personnel  regarding  data  processing  techniques 
and  procedures »  drawing  upon  extensive  knowledge  and  experience  In  that  area»  pointing  out  hov  data 
processing  viZl  benefit/aecomodate/cperatlons  in  tiieir  areas»  in  order  to  increase  their  awareness 
of  data  processing  operations. 


PERFOR>tAKCE  STANDARDS 


TESCRIPTIVEi 


t    ^iformatlon  is  accurate,  clear»  to**tiie*point» 
and  delivered  in  a  pleasant^  non- authoritarian 
Eoanner. 

t    Answers  questions  thoughtfully  and  directly* 
NDMERICALi 

*    No  more  than  X  complaints  from  persons  tallced 
vi-Qi»  about  vox3cer*s  manner/attitude  in  X  time. 

.    Ho  more  than  X  instances  when  worker  gives  wroiag 
information  over  X  time* 


TRAINING  CONTENT 


PDNCTIONAL: 


.    How  to  iQ]$>art  information  in  a  clear»  direct/ 

understandable  manner. 
.    Ebctenslve  knowledge  of  data  processing/computerl 

technology. 

SIEOIFIO: 

.    Knowledge  of  department's  data  processing 

operations* 
.    Xhowledge  of  administrative  personnel's 

department/sphere  of  operations. 
.    Benefits  of  data  processing  for  the  specific 

departments. 


si 
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FERFOBMANCE  STANDARDS 


TRAINING  CONTENT 


EMC 


1  a^tii   i  Pcoplo    I  Things" 


"oata     I  People    \  Things" 


li     Reas>     I    Math,      )  Lang. 


W,  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


IKSTR. 


G.  E.  0. 


TASK  NO. 


I 


lA 


50%   I     U5%  I 


OBJECTIVE: 


CASK:    Consul ts/taUcs/dl'scusses  vifh  computer  prograouners  and  systems  analysts  regarding  the  style /foxoiat 
of  coding  sheets  for  new  prograffis^  offering  advice  and  suggestions  as  to  format  loost  easily  read/ 
midexstood  "by  key  pxmch  operator3>  'based  on  extensive  knowledge  of  data  processing  operations^ 
in  order  to  insiare  that  foxmat  developed  will  he  most  conducive  to  eiTor-fl?ee  key  punching* 


PERFORMA^XE  STANDARDS 


HESCRITTIVEi 

*  Suggestions  are  valid  and  well- thou^t- out >  given 
in  a  direct  and  to-the-point  manner* 

*  Voiicer  is  courteous>  pleasant>  non'-^authoritaxian* 

*  Vork  is  sensitive  to  needs  of  programming  while 
making  suggestions* 

NnMERIGALi 

*  No  more  than  X  complaints  axe  received  from  key 
punch  operator  that  forms  axe  haxd  to  read/under- 
stand over  X  period  of  time* 

*  Ho  more  than  X  complaints  are  received  ftom 
prograimners /analysts  as  to  woiker^s  attitude/ 
manner  over  X  time* 


TRAINING  CONTEKT 


*  How  to  impart  advice  and  suggestions  in  a 
courteous  non^authoritarian  manner* 

*  Esctensive  knowledge  of  data  processing 
operations^  especially  key  punching* 

*  Sow  to  develop  formats  for  coding  sheets* 

SEBCIFjEG; 

*  Knowledge  of  program* 

*  Departmental  S*0*P*  relating  to  coding  sheets 
key  punching* 

*  Knowledge  of  how  programs  axe  developed 
departmental  procedures* 

*  Knowledge  of  personalities  of  programmers  and 
analysts^ 


T  ^ 
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PERFOR>ttMCE  STAHDARDS 


TRAINING  CONTENT 
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INSTR. 

G.  E.  D. 

TASK  NO- 
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4 

4       13  5 

R.F.12 

goal; 

OBJECTIVE; 

TASK;  Deslgns/wrltes/composes  manuals  for  coders  and  keypunch  operators  clearly  explaining  procedures, 
design  and  format  to  follow  when  coding  or  key  punching  for  each  system,  applying  a  knowledge  of 
key  punching  and  coding  along  with  requirements  for  the  programming  of  each  system  in  order  to 
prepare  a  guideline  for  the  proper  coding  and  punching  of  inforir^atlon  in  the  system* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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descriptive; 

,  Composes  a  clear,  readable  and  easy  to  understand 

Toanual  for  coding. 
.  Composes  a  clear,  readable  and  easy  to  understand 

manual  specific  for  keypunching  for  each  system. 
.  The  manuals  cover  all  the  Information  the  coders 
At±y  pun^iicr^a  neeo           tne  ays  tcoi. 

NUMERICAL; 

.  Fewer  than  X  complaints  are  received  per  manual 
from  either  the  coders  or  the  keypunch  operators 
about  the  manual  being  incomplete,  unclear,  or 
difficult  to  follow. 

FUNCTIONAL; 

.  How  to  write  clearly 

.  How  to  compose  a  manual  pertaining  to  coding 

and  keypunching 
.  Knowledge  of  keypunching  and  coding 

SPECIFIC: 

.  The  coding  and  keypunching  format  necessary 

for  the  specific  system 
.  Knowledge  of  the  coders  and  keypunch  operators 

abilities  and  limitations 
.  Knowledge  of  the  requirements  for  the  programming 

of  the  various  ADP  systems 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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TASK  NO, 
1  R.F.  13 


OBJECTIVE: 


Examines/evaluates  incoming  infoimation,  deciding  which  information  is  sufficiently  repetitive  to 
warrant  making  a  program  card  and  selecting  appropriate  oolxumis  and  holes  to  use  on  the  Xntema* 
tlonal  Business  Machine  (XBH)  card,  applying  knowledge  of  conrputer  programiQing  and  key  punching, 
in  order  to  make  a  program  card  for  "key  punch  operators  to  use  vhen  key  punching  repetitive 
material*  -      *  ,  * 


PEKFORMf\XCE  STANDARDS 


iBscairaivE: 

*  Ingram  card  is  accurate  and  deals  with  slgnif* 
icant  inToxmation. 

.    Voi^r^s  program  cards  enable  key  punch  operators 
to  voxk  faster. 

*  One  program  card  is  completed  in  X  amount  of  tiine 
.    Stgpervieor  notes  no  useless  program  caxda  made 

l^y  woiker  over  X  period  of  time,  . 


TRAINIKG  CONTENT 


yPHCTIONAL: 

.    Khowledge-^f  computer  programming  and  key 

punching. 
.    How  to  make  a  program  card* 


SEECIPIC: 

^^^^^^^^^^^^^^  ^ 

.    Infojcmation  to  include  on  the  program  card. 
.    How  to  evaluate  specific  income  information. 
.    Knowledge  of  specific  key  punch  machine  in 
which  the  progiram  cards  will  be  used. 


PERFORMANCE  STANDARDS 


TRAINIKG  CONTENT 


1 

1 

1.    eto^",    ]"  Math-      j  Lnnn. 

1 

TNSiK.      1                 0.  R.  l>. 

TASK  NO, 

— 

1     it    f     lA       j      lA  j 

sis             3  h 

MM: 

OiiJnCTIV;:; 

TASK;    Examines/evaliiates  error  sheet  printed  out  by  computer  for  new  program^  devising  methods/operations 
to  correct  tiiese  er£ors>  dxawing  upon  escperlence  and  JmovXedge  In  computer  programoiiD^^  in  order 
to  detmg  and  verify  the  program. 

PERFORMi\NCE  STANDARDS 

TRAINING  CONTENT 

u 

ItBSCRXPTIVE: 

PDNCanONAL: 

Ml 

o 

*J 

C 

.    Errors  axe  corrected  accurately  and  analytically* 
Corrections  are  consistent,  vith  program  objective 
and  purpose. 

.    Sebugiging  and  verification  are  completed  with 
reasonable  speed. 

Extensive  knowledge  of  computer  programndng^ 
technology. 

.    How  to  correct  (deb^>  verify)  errors  in 
programming. 

H 
•* 

f— ' 

>; 

-TJ 

C 
CI) 

miHBRICAL: 

SPECIFIC : 

O 

0 
o 

> 

lO 

.  No  more  than  X  errors  appear  on  print-out  sheet 
ybBXi  program  is  run  after  corrections  have  been 
made.  * 

.    Corrections  are  made  in  X  amomt  of  time. 

*  Knowledge  of  program  being  run.  ■ 
Knowledge  or  procedxjres  for  correcting  errors 
in  programs* 

*  How  to  test  programs. 

1 

PRRFOR^^ANCR  STANDARDS 

TRAINING  CONTENT 

E)ata  I  INonle     f  Thin?'. 


INSTR- 


G.  E.  D. 


TASK  NO. 


90% 


36      \  ^ 


I 


I 


R.F.  15 


coaL  : 


OBJECTIVE: 


TASK:    Devlees/sete  i:^  flow  chaort  f^rom  ixxToxroatiOQ  received  jfl^om  systems  analystt  showing  tile  logical  flow 
of  activity  to  reach  specified  objective,  using  knowledge  and  experience  in  computer  programing, 
in  order  to  prepare  a  computer  program  for  a  purpose  specified  by  systems  analyst. 


cd 

o 


U 


PEil  FORMANCE  STANDARDS 


*  Plow  chart  is  practical,  logical  and  completed 
wltiiin  a  reasonable  amount  of  time* 

*  Objective  is  reached  in  the  most  direct 
possible* 

HOMERICAIi: 

*  Supervisor  notes  no  more  than  X  instances  vhere 
flow  chart  is  inaccu2:ate  or  impractical* 

*  Plow  chart  completed  wl12iin  X  amount  of  time* 


TRAINING  CONTENT 


PDNOTIONAL; 

*  How  to  think  logically,  evaluate  data 
objectively* 

*  Bxtensive  knowledge  of  computer  programing* 


gPSCIFICi 

*  Knowledge  of  objective  of  program  Proposed  by 
systems  analyst* 

*  Knowledge  of  S*0*P*  relating  to  hawing  program 
approved. 

*  Knowledge  of  purpose,  goal,  objectives  of  data 
processing  unit* 


a 


2 


5' . 

ri 


IK 


PERrOR>tAHCE  STANDARDS 


TRAINTKG  CONTENT 


ERLC 


p  _     _  .  

I>.it.T     I  Pec !•  \a      I  Ttiinfi; 

F.  -  LEVEL 


 1  


C.  K.  D. 


TASK  NO. 


_Lr.F.  16_ 


OBJECTIVE: 


TASK;    Translates,  from  systems  representations,  each  funotional  box  in  a  previously  developed  flow  chart 
into  the  exact  Instructions  needed  to  carry  out  the  functions  notsd^  determining  specific  storage 
locations  for  the  various  factors  involved^  using  the  **Cobol'*  language  and  various  reference  books 
in  order  to  develop  a  program  enumerating  the  steps  necessary  to  achieve  a  specific  operation* 


!9 


3>ESCaiPTIVE: 

*  Voxker  izses  the  correct  conrputer  language  and 
coding  information* 

*  Program  is  consistent  with  the  information  on  the 
flow*  chart* 

iniMERICALr 

*  When  tested^  no  more  than  X  errors  are  found  In 
X  period  of  time* 

*  Program  for  one  operation  is  completed  within  X 
period  of  time* 


Tf^.\rNX^:G  contekt 


Extensive  understanding  of  computer  programming^??! 
**Cobol**  computer  language* 
How  to  translate  flow  charts/information  into 
a  detailed  sequence  of  steps* 


SFECIITCr 

*  Sow  the  specific  computer  operates* 

*  Time  frame  for  the  task* 

*  Nature  of  the  specific  problem  (operation)* 


3B 


W.         -  T,EVEL  j_        W.  F.  -  CraWTATIo:;  jlNSTR, 


U 


G.  E.  D, 


I 


TASK  XO. 


R.F.  17 


I  OBJECT IV: 


TASK;   Codes/converts  developed  coiDputer  program  into  "Cobol'S  rising  codixie  sheets  and  knowledge  of 
'^Cobol^,  ±n  order  to  put  program  into  language  computer  can  utilize. 


pv;:u'OK:i/*?JCE;  standards 


T^tATNT^^G  cgktrnt 


> 


o 
r- 


JliBSCBIPTIVi!l: 

*  Coding  is  accurate  and  completed  in  a  reasonal^le 
amount  of  time* 

*  Coding  sheets  are  neat  and  legible* 


WJMEBlSALi 

*  Ho  more  than  X  coding  errors  per  program* 

*  Coding  is  coznpleted  in  X  amount  of  time. 


FOHCTIOHAL; 

*  How  to  tise  ."Cobol"  -  translate  programs  into 
''Cobol"* 

*  Knowledge  of  cooiputer  programming  and  technol- 
ofisr. 

SEBCIFIC; 

*  Knowledge  of  program  to  be  coded. 

*  Knowledge  of  S^O*P^  relating  to  coding  sheets 
routing  procedures,  location  of  supplies,  etc* 

.    fiiowledge  of  department's  computer. 


O 


PERFORHAMCE  STAMDAR^S 


TRAINING  CONTENT 


Data    i  r^opi  o     I  Tnings 


W.  J\  -  LEVEL 


-  ORIEMTATION 


G*  E.  D. 


I 


TASK  NO. 


J  lA 


GOAL 


R^F^  18 


OHJECTXVK: 


TASK:  BecordB  tape  reel  number  onto  progranmier  flow  chaxt>  referring  to  tape  log:  book>  in  order  to  infoim 
tape  lil>raxian  i^ch  tape  is  to  be  pulled  for  prosram* 


JU 


c 
o 

rj 
N 

o 


o 


o 


PERFORMANCE  STANDARDS 


BBSCRIPPIVEt 

*  Corxect  tape  xmmber  ±b  recorded. 

*  Number  Is  recorded  legibly  and  in  Hie  correct 
place  and  vl'Qi  reasonable  speed* 

WMBBlGALt 

*  No  more  than  X  instances  vbeire  number  was 
recorded  incoxxectly  over  X  period  of  time* 

*  No  more  than  X  contplainta  *^eom  tape  llbrao^ian 
that  number  vas  recorded  illegibly  or  in  the 
wrong  place  in  X  period  of  time* 


J 


TTSAINING  CONTENT 


J 

!  FTOJCTIOMAL: 


*  How  to  record  numbers* 

*  Familiarity  wi*Qi  contputer  technolo£y>  program- 
mingj  etc. 

SPECIFIC; 

*  Knowledge  of  routing  procedxires  for  flow  chart* 
.    Knowledge  of  bow  to  find  tape  numbers  in  log 

book* 

*  Knowledge  of  flow  chart  -  irtiere  numbers  are  to 
be  reco3?ded>  etc. 


PERFORftAHCE  STANiWRBS 


TRA1NI^'G  CONTENT 


ERIC 


o 


Data   1  Vcopin    j  TJ>i»^>:i 

Data    I  r.-opii:  ["-riartss 

jj     Kens*     \  i-Uilh.  1 

W.  F,   -  LEVEL 

IKSTR,      1                 C.  £.  D. 

TASK  KO. 

-j 

2       1        lA  lA 

2         12                 1         1        2  _ 

R.F.  19 

GOAL; 

OBJHICTIVE; 

TASK;  Writes  new  key  ptmch  directions  into  notebook  upon  insiinictions  of  supervisor^  in  order  to  maintain 
an  i:©dated  set  of  key  punching  directions  (correct  column  to  use>  Information  for  specific  assign- 
ments^  etc.)  for  reference. 

pERFOtt^^A^^CE  srAKOAROS 

CONTENT 

i  PDNCTIOKAL: 

f 

> 

i 

#^ 

*  Notebook  is  neat>  legible  and  kept  ucp-to-date*      [     •    Hov  to  write  neatly/legibly* 

*  Worker  does  not  take  time  £^eom  more  important      '    *    Sow  to  follow  instructions* 
activities  to  update  notebook* 

(—1 

O 

*^ 
u 

NDHERICAL: 

SIECIFIC: 

m 

M 
*M 
C 
f3 
6C 
U 

o 
o 

€ 

*  Worker  updates  notebook  X  times  in  X  amount  of 
time*                            "*  ^ 

*  Sig^rvisor  finds  notebook  to  be  legible  and  ^tp-  , 
to-date  X  number  of  times  over  X  period  of  time* 

4 

■ 
1 

. 

i 

*  Instructions  not  presently  included  in  notebook* 

*  When/iiaw  to  update  notebook* 

p 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

. — 

I 


:  1 
il 

! 

i 

i 

f 

5 

6 
i  > 

t4 

!o 

p 

1 

Data     !  People    i  Things 

1    Rea5*    t   t'fath*      |    Lnng*  i 

\ 

F*  -.ORIENTATION 

XNSTR*     t                 G,  E.  D*  1 

TASK  NO.  1 

4      I       5        t  lA 

h       1                1      2          1          U  I 

R»F»  20  ' 

i 

OBJECTIVE: 

> 

3 

Ml 

1            Assigns  duties  ('batches)  to  key  punc:^  aiid  verifier  operators  'based  on  priority  of  vOrlc>  work 
schedule>  and  ability  of  each  operator>  giving  direction  and  notifying  operators  of  any  change 
in  poIicies>  procedui:es>  in  order  to  distribute  tiie  flow  of  work  among  subordinates* 

PERFOR>'AtHCE  STAXDARDS 

UESCRIPTIVB: 

*  Vork  is  distributed  fairly>  efficiently  among 
subo]^linates* 

*  Directions  given  are  easy  to  foIIow>  clearly 
stated* 

NDHESICAIi: 

*  All  vork  assignfflents  jare  made  within  X  time  of 
receipt* 

*  No  more  than  X  complaints  in  X  d^ys  tiiat  a  top 
priority  assignment  vas  neglected* 

*  Subordinates  axe  notified  of  changes  in  policies/ 
procedures  within  X  time  after  worker  receives 
notification  of  12ieiQ* 

TRAINING  C01TTE>;T 

PDNCTIONAL: 

*  KhovledgeT-of  computer  technoloy 

*  Stipervisory  slcills* 

SPECIFIC: 

*  Voa^c  priority>  work  schedule>  and  aMlity  of 
each  subordinate* 

*  Changes  in  policies/procedures  subordinates* 
wo3^  habits  and  personalities* 

PERFORMANCE  STANDARDS                                                               TRAINING  CONTENT 

_ 

to 
to 


1  ?cop\e    1  Tlfinfiis 

Data    1  Proplc    \  Things 

j    Rcas.    1  Math.     1   Lang,  j 

-1 

i 

1 

*  LEVEL 

W.         -  ORIENTATION 

INSTR.                       C.  E-  D.                        TAS:<  KO- 

!  3B 

I     U       I  2B 

2       1       2               1       1        2       k.F.  21 

i 

+ 
r 

1 

:  cca:,: 

t 
t 

1 

OBJECTIVE: 

1 

1 
t 

\ 

i 

Operates  (starts/stops/ad^usts)  printing  machine,  wiring  and  inserting  .board  for  information  desired, 
eettin^r  hammerlocks  and  ^sero  euppreesora  as  needed,  and  placing  cards  into  feeder  in  order  to 
receive  a  print-out  of  desired  information  (movement  lists  In  institutions,  etc.)* 

t 

PERFORMANCE  STANDARDS 

TRAINING  CONTE^iT 

♦ 

c 

-J 
> 

!? 

lIESCHIPTrVB; 

*  Board  is  ^red  correctly* 

*  HammerlockB  and  zexo  suppressors  are  set 
correctly* 

*  Correct  cards  are  fed  into  machine* 

*  Hachine  is  operated  efficiently  and 
economically* 

KUHESIClLi 

*  Print*out  contains  no  wron^  information  due  to 
improperly  wired  boards  over  X  time* 

*  Correct  print-out  is  obtained  at  least  3^  of 
Hie  tinte* 

FDNCTIONAL: 

.    Sow  to  operate  printing  machine. 

.    Pamiliarlty  with  courputer  terminology. 

.    Pamiliari-ty  with  computer  technology. 

• 

SEBCIPIC ; 

^    Knowledge  of  how  task  contributes  -  to  subsystem 
objective* 

*  Sow  to  wire  boards  for  desired  information* 

*  S^O*?*  for  uain^  machine  -  signing  in  and 
out,  etc* 

+ 

> 

s 

C 

+ 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


I  f  I  Things     "    Data     |  People    {  Things 


T 


F.   -  LEVEL 


lA 


2B 


F.  -  ORIESTATIOK 


IWSTR. 


G.   E.  D- 


TASK  ^0. 


I 


T 


T 


R^F>  22 


to 

CO 


OBJECTIVE: 


;ASK:    IJypes  infounation  onto  computer  cards  usin^  keypunch  machinei  referring  to  specific  forms  submitted 
by  o*Qier  offices  in  order  to  produce  information  in  a  form  vhlch  can  be  itsed  by  a  computer. 


id 

iii 
lii- 

k\ 
h1 


*o  1 
I 


?ERFOK>WKCE  STANDARDS 


IJiSSCRIPTIVE: 

^    Information  is  typed  correctly^ 

Cards  aace  punched  in  a  ireasonable  amount  of  'time, 
*    Kachine  is  operated  in  an  efficient  and 

economical  manner* 

NDMEEICAL; 

^    No  more  than  X  errors  are  found  per  100  cards 
punched^ 

^    Vo3[^r  ccMpletes  X  cards  in  X  amount  of  time* 


TRAINING  CONTENT 


FOMCTIONAL: 

*    How  to  opearate  keypunch  machine* 
.    Hov  to  transfer  data  from  one  form  into  anoliier. 


^    Ehovled^  of  forms  submitted  by  bi^er  offices  *• 

information  to  transfer. 
*    ^ovled^  of  location  of  supplies  *  extra  cards^ 

etc* 

»    Ehovled^  of  how  task  contributes  to  subsystem 
Objective. 


Si 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


SI 


PROGRAK  AHEAS 
(PA) 


A.    Adoptions  11 

Group  Work  12 

Protective  Services  25 

Homemaker  Services  7 

E.    lay  Care/Child  Developmeut  31 

Family  Counseling  21 

Foster  Care                                                          ^  t;0 

Recreation  7 

I*    Clinical  Services  2 

J*    Jucvenile  Court  2$ 

Corrections  kl 

L.    Mental  Health  25 

Rehabilitation  5 

GJotal  2^ 


ERIC 


124 


lASK:  Kychangea  Information  on  legal  adofptlon  xequixementSf  udiii£  letters  and  phone  callSf  ^th  agenoies  j 
in  other  states  acoordin^  to  the  -Zhtexatate  Compact  on  Placement  of  a  Child  and  the  State's  adoption  i 
lavst  to  ensure  that  adequate  plans  are  made  for  children  moving  from  one  state  to  another*  j 


^  I 


a-  IBRSCBIPCIVEl 


t    Vo]^r*s  information  is  accurate  and  complete- 

*  Infoxmation  is  sent  proniptly* 

*  Voidcer's  plane  axe  consistent  ^th  lava* 


MOMERICiLi 

«    Over  X  period  of  time  no  more  than  X  numher  of 
adoption  oases  axe  delayed  due  to  poor  planning 
and/or  illegalities* 

.    Voi3cer  aends  information  to  olher  states  and 
agencies  in  time  for  them  to  benefit  by  it. 


19 


*  Eov  to  vrite  business  letters  and  malce  busiiiess  !^! 
phone  calls.  i^, 

*  Hov  to  request  needed  infoxmation. 

.    Hov  to  s^ly  legal  requirements  to  specific  f^; 
situations. 

SPECHTC: 


Khovledge  of  State's  adoption  lavs. 
Zhovledge  of  the  information  needed  for  tiiis 
specific  case* 

Xhovledge  of  content  of  Interstate  Congpact 
on  Placement  of  a  Child. 


Evaluates  the  suitability  of  child  for  placement  in  adoptive  home  following  afiency  guid©lines/pro- 
cedures/examiaes  the  evidences  of  adjiistinent  or  maladjiistment  through  observation  arid  general  stJ^r- 
vision  (i*e»>  counselinff  vith  adoptive  parents  and  child^  supportive  services)  relying  on  Imovledge 
of  hiBiian  h©havior>  observations*  jtidfiementj  in  order  to  determine  whether  or  not  to  recommend  ap- 
proval of  the  adoption  at  the  end  of  the  specified  tliue  period. 


) 


*  BecomDendation  for  or  againat  adoption  is  haaed 

thorough  and  objective  consideration  of  the 
adjustment  of  both  child  and  adoptive  parents 
to  the  placement. 

.    Counseling  and  e^q^ortive  services  are  offered 
to  both  child  and  adoptive  paronte  ae  a  meana  of 
establlshiJig  the  feasibility  of  the  relationahlp. 

.    Observation/supervision  of  the  placement  ia 

iinobtruslve  and  courteous*  yet  thoroufth  and 
sensitive* 

MCMEBICAL! 

«   JnX  time^  at  least      of  voiicer's  recommenda^ 

tlons  f 91:  ^ado  pit  ion  .jure  approved  by  the  court* 

•  In  at  least       of  cases*  worker  is  supported  in 
his  recommendation  against  adoption  by  super- 
visor's independent  revief^* 


*    How  to  evaluate  ^e  readiness  of  child  and 
adoptive  parents  for  finalization  of  adoption* 

.    How  to  provide  general  STq>ervision  of  adoption 
placements. 

.    How  to  provide  counseling  to  determine  if 
problem  aareoa  are  tenrpoa^a^y  In  nature  or  more 
serious. 


SBBOJFIGt 

.    Baci^round  situation  of  child/adoptive  parents. 

*  policy  of  agency  toward  adoptions.  1 

*  What  alternatives  are  open  for. the  diild, 

*  What  resource  persons/agencies  are  available 
'  to  worker* 


TUAIKING  CONTEST 


<;     Talks  with/discusses  the  piarpose  and  philosophy  of  adoptive  services  with  a  coijcple/individualj  who 
have  eacpreseed  an  interest  in  adoption  but  are  lancertain  of  their  own  situation^  needs*  expectations^ 
or  motivatictti  for  appXyittg  for  a  child*  relying  on  own  knowledge  of  Pederal/State  adoption  regular*  j 
tions  and  procedures*  and  alternative  methods/resources  for  dealing  with  problems  of  prospective 

adoptive  parents*  in  order  to  suggest  Other*  more  appropriate  mei^ds  for  this  coxrple/individual  to  [ 
meet  liieir  needs.   


]iBSCRiW?iVK: 

*  Discussion  is  clear*  worker  answers  questions 
accurately* 

,    Voiker  uses  tact  vhen  talking  with  the  couple/ 
individual* 

*  Vo3dker'&  suggestions  for  alternate  plans  are 
helpful*  realistic*  and  tailored  to  each 
situation. 

*  ^  caig>les/individuals  over  X  period  of  time 
pursue  alternative  plans/jBethods  after  talking 
with  worker. 

.    ^  couples/individuals  taHced  with  over  X 
period  of  time  report  that  worker's  manner  was 
pleasant*  not  overbearing. 


Knowledge  of  human  behavior. 
How  to  convince  a  person  to  change  his  mind  on 
a  Subject  without  offending  him,  /  " 

typical  motivations  and  expectations  of  persons  ."r 
applying  for  adoption. 


SPECIFIC  t 

-    How  to  determine  lAx&n  a  coi^>le/individual  is 
uncertain  of  their  reasons  for  wanting  to 
adopt  a  child. 

,    Resources/methods  oUier  than  adoption  ijiiich 
would  benefit  tiie  specific,  coijcple/individual. 

,  .  Knowledge  of  federal  and  state  adoption 

regulations  and  procedures. 


TRAILING  co^^T^i^'T 


 :  1  .  ; 

Leads/directs  discussion  amon^  group  of  prospective  adoptive  paxents,  focualn^  attention  on  the  ;  | 

paxental  role  and  community  reaction  to  adoption^  usin^  case  hiatoriea  of  adoptions  and  Imowled^  -  * 

and  experience  in  the  adoption  fields  in  order  to  encourage  group  memhers  to  express  their  feelings  i  | 
about  adoption  as  veil  aa  incTea.se  their  xmderstandlng  of  the  parental  role  in  adoptions* 


IIBSCBXFXryE: 

FONCTIONiL: 

*    Vo3^r  is  conscientioua  in  encouraging  each 
group  member  to  contribute  to  the  discussion. 

.    Discussion  is  to  the  point  and  stimulated  at 
appropriate  times  by  worker. 

.    Information  dispensed  is  timely  and  accurate. 

.  Ehovledge  of  the  parental  role  in  adoptions. 
.    Ehovledge  of  the  role  of  social  worker  in 

adoption  proceedings. 

How  to  lead/stimulate  discussions  about 

adoptions. 

.    Slcill  in  interpersonal  relationships. 

HOHERIOAL: 

SBECIETCi  - 

.    At  least  ^  of  groiq»  members  report  that 
discussion  vas  helpful^  interesting. 

.   No  one  complains  iiiat  their  vievpoint/comments 
vere  ignored  during  the  meeting. 

.    Ehovledge  of  gcoup  members  -  personalities, 

hang  v^Bf  etc. 
.    Ehovledge  of  sequence  of  events  in  adoption 

proceedings. 
.    Ehovledge  of  departmental  philosopby/policy 

concerning  adoptions. 

 ,  .  .--^ 

!-!':;<iN;r:>L\>:.:E  .s:Vi^'aM^DS  trainikg  content  i  i 


3B     1       3B      1  1A 

i     2B%  \ 

k      i  h 

!        1  ! 

)i      IP.A.C.  5 

1 

objh:ctiv£: 

Contacte  relativea/^iends/nei^bore  of  an  uncooperative  client,  diecuseee  with  them  the  clxent'e 

need  for  sexvicee,  explaining  the  eituation,  the  client's  reaction  to  aseietance,  suggesting 

ways  contacts  can  provide  assistance  and  possible  alternatives  plans  in  order  to  elicit 

assistance  from  relatives/friends/neigjibors  in  providing  the  needed  care  and  services  for  the  client. 


I  1 
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Voider  clearly  states  the  client's  needs 
and  suggest  how  interested  persons  can 
provide  ^sistance. 

Vorker  encourages  contacts  to  help  client. 
Itorka  for  the  best  interests  of  the  client. 


mMERIOAL: 

.    Ill  X  period  of  time  3^6  of  contacts  agree  to 
assist  worker  in  persuading  the  client  to 
accept  needed  care  and  Services. 

.    In  X  time^  fewer  than  X  coanplaints  about 
worker's  attitude. 


.    Ejiowledge  of  hijioan  behavior  and  how  to 

foster  cooperation. 

Conommication  skills 
.    Sow  to  select  peartinent  infonnation. 


•    Specific  attitudes  of  client  and  contacts 
about  public  assistance  and  service. 

.    ©lOroufiJi  understanding  of  the  client's 
.problem. 

.    Who  to  contact  for  assistance. 


.  i 


OBJECTIVE: 


f 


I  Tr.SK:  Discxuases  reasons  for  removal  of  child  with  parent(8),  stating/e^^laining  action,  allowing  the 

parentCe)  to  expreee  feeling  and  encouxa^ine^  i^hem  to  ask  questions  about  action  following  a&ency 
policy  and  guidelines  and  applying  own  knowledge  of  liefaavioral  science  and  pertin^t  law  in  order 
!  to  assure  that  th^  understand  actions/reasons  actions  were  taken,  and  establish  a  basis  for 

suhsequent  contact  for  development  of  a  service  plan /contract. 


t  oi 
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ri 
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PERFORMANCE  STANDARDS 


IffilSCHIPTXVE; 

.  Vorker*s  statem^ts  a:t7e  clear  and  concise* 
.    Vor]cer*8  manner  is  imderstandlog* 

Information  is  accurate,  complete  and 

pertinent* 


HUMERICALt 

.    Establishes  basis  for  subsequent  contact 

in  all  (1OO90  cases. 
.    No  more  than  X  valid  complaints  received 


in  X  pexiod  o 
manner. 


if  time  about  worker's  attitude/ 


FDNCTIONAL: 


Verbal  and  non-verbal  conmnmication  skills* 
Knowledge  of  behavioral  science. 
Knowledge  of  motivational  theory  and 
techniques* 

Knowledge  of  court  procedxires. 


.    Knowledge  of  ag^cy  policy  and  guidelines^ 
.    Awareness  of  comnamity  standards  and 
attitudes. 

.    Awaireness  of  cultural  and  ethnic  group 

patterns  as  related  to  the  conammity. 
.    fibw  to  deal  with  hostilities. 


(  ■ 
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GDJECTIVi:: 
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TA:^:::    TaUcfl  wlth/discusses  with  lav  enforcement  agency  situation  concerning  child(xen)  in  xesidential         j  i 
care/foster  caxe  facility,  describln^r  situation  as  necessaiy,  followin^r  agency  policy  and  guidelines,!,  ; 
in  order  to  inform/seek  assistance  in  cases  .of  runaway  child(ren)*                                                       \  \ 

i 

:  ! 

I 
\ 

?ERFOHMA^:CE  STA>n)ARDS 

i:rai>?ikg  content 

I  r 

;  ♦ 

i 

f  : 

ISSSCRlPCIVEs 

!>J 

m 

iii 

;? 

.    ¥o]dcer's  statements  are  clear  and  concise. 

.    IjifoiiDation  is  acourate^  ooniplete  and  pertinent. 

NUMERICS: 

.    Verbal  communication  skills. 
.    Sow  to  select  pertinent  infocrmation. 
.    How  to  organise  information  and  presentation. 
.    How  to  ask  questions  in  clear  and  concise 
manner. 

SI^CIPICs 

I 

'  >; 

1 

1 

1  1 

1 , 

1^ 

r 

i 

.    Assistance  of  law  enforcement  a^ncy  is  souglit  in 
at  least  X  out  of  X  cases  involvin^r  runaway 
children."" 

.    Ho  more  than  X  valid  cooiplaints  received  within 
X  month  period  about  voricar's  manner/attitudes. 
.    All  pertinent  information  is  given. 

.    ^lowledge  of  agency  policy  and  guidelines. 
.    Knowledge  of  oommimity  resources. 
.    TTnderstanding  of  ethical  considerations  in 
relation  to  utilisation  of  information. 

: 

* 

i 
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PERTFOI^MiKCE  STANDARDS 

TRAINING  co>;TE>r:                i  1 

i  ^ 


lA 


Evaluates/assesses  itrgency  or  protective  service  rererxal,  jn^gi circumstances  reported  according  ^ 
to  a^ncy  emergency  guidelines,  in  order  to  decide/determine  vhether  case  requires  eniergency  or  j 
routine  handling.  ] 


CO 
to 


I  j 

*  —  * 

t  ^ : 

'    w  * 


>  _ 


lESCKIPflVJiif 

.    Assessment  JLs  thorough*  accurate. 
*  *  Assessinent  is  cocipleted  within  reasonable  lenglh 
of  tijne. 


SUMEBIOAL: 

^.    AasessiDent  is  completed  within  X  hours  of 

Imotfledge  of  crisis. 
*    Determination  is  appropriate  in  X  out  of  X  cases* 


FDNOTIONAL: 

.    How  to  select  pertinent  information. 

*  How  to  organize  Information* 

.    Sow  to  evaluate  data  in  relation  to  ^ecified 
criteria* 

3EECIFI0: 

*  Knowledge  of  agency  emergency  guidelines  as 
they  relate  to  the  task. 

*  Knowledg^e  of  protective  services* 


3B     !      U  I     35^    i     6096    i  %    \       g     i  g 
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I  OBJECTIVE: 


i 

f  1 


Talks  with/di8cuB8e8  with  individual  the  8ervice(8)  required  for  his  protection  and  the  necessity 
for  The  8ervice(8)/po08ibl©  consequences  of  refusing  the  aervice(8),  in  order  to  help  individual 
understand  the  importance  of  receiving  8eivice(8)/persuade  individual  to  except  the  8ervice(8). 


!  I 


CO 

CO 


1 
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^^CRIFTIVBt 


*  Statements  are  clear  and  concise. 

*  Ihfoiaiiation  is  accurate^  complete^  pertinent. 
.    Perceptive,  _  self-ucwierstaiadiu^. 


MOMBRIOALi 

*    Discusses  situation  with  individual  in  all  (l0096)| 

Protective  Service  cases. 
.    Biiscufision  is  held  within  X  hours  of  knowledge  of 

crisis. 

.    No  more  than  X  valid  complaints  received  within 
X  period  of  time  about  wozker. 


.  How  to  select  pertinent  information. 

.  How  to  organize  infoxmatibn. 

.  Knowledge  of  helping  process. 

.  Knowledge  of  human  behavior. 

SEECIPIOf 

.    Knowledge  of  agency  guidelines  as  related  to 
task« 

.    Knowledge  of  agency /communi'ty  resources  and 
services. 

•    Knowledge  of  cultua?al  and  ethnic  patterns  as 
tbe^r  relate  to  community  and  individiial. 


1  ( 


t  I 
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?£S?OK^aaCE  STA^IPAK  S 


i  f 


ERIC 


4 


Jbcplains/desoribes  a  client's  donjestic  problems  and  community  adjustment  problems  to  school 
officials^  enoouraginff  them  to  sitpport  the  client  in  his  efforts  to  get  an  education*  clarifying 
liie  client's  point  of  view  .toward  specific  school  situations*  in  order  to  persuade  them  to  allow  the 
client  to  ^  remain  in  school* 


1  J? 


Li 

i  t 
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MBCEKIPTIVE; 

*  Voidcer^s  statements  axe  cleax*  persuasive  and 
oouvinolng* 

*  Information  is  accurate* 

*  Worker  demonstrates  his  ability  to  see  both 
sides  of  the  problem  and  arrives  at  a  solution 
i±tat  appeals  to  both  parties* 

*  VoiScex  is  persistent  in  his  advocacy  for  the 
client* 

NOMERICALt 

*  Over  X  period  of  time*  7^  of  worfcer's  clients  are 
allowed  to  stay  in  school* 

*  Over  X  period  of  time,  at  least  ^  of  clients,  in 
a  survey*  report  that  they  felt  woaScer  helped 
them  in  their  comarunicaticn  ^th  school  officials* 


FOMCTIONAL; 

*  How  to  persuade  officials  to  change  their 
minds  about  the  proper  t3?eatment  of  an 
individual  student* 

*  How  to  ejcplain  another  person's  home  life  and 
community  ad^jiistment  problems* 

*  Problems  faced  by  school  administrators. 

*  KK»wledge  of  himian  growth  and  development* 


SEECHTCt 

*  Difficulties  that  the  student  has  been  having 
at  school*  etc* 

*  The  school^s  present  decision  regarding  the 
student* 
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PERFOR>i\NCE  STANDARDS 
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C3JECTIVE: 
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:as:v:   Sacouxaees/pexsuadas  parents  or  guardians  of  the  child  to  sign  a  release  form  permitting  removal 
of  the  child  £rom  the  home  in  cases  ^ere  other  living  arrangements  seem  more  appropriate  to  the 
child*  s  welfare,  explaining  the  purpose  of  the  removal  and  the  terms  of  the  release  agreement, 
following  agency  S^O^F^t  in  order  to  obtain  authorization  for  subsequent  removal  of  the  child  from 
the  home. 


ii 


ISSSQBISTlVSt 


gOHCTIQHAL; 


Voricer  frankly,  accurately  explains  the  purpose  of 
the  removalf  conditions  of  the  release  agreement*  i 
Voxker  is  persuasive,  professional!  courteous  in  j 
manner  and  attitude.  j 
Every  atten^t  is  made  to  enlist  the  support  of  , 
the  parents  in  the  resolution  of  problems.  * 


 ^ — ^^^^  . 

il 
iS 

How  to  enlist  the  support  of  parents  in  a  Jgj 
crisis  situation.  i^j 
Bow  to  be  s^qppc»:tivef  persuasive,  encouraging.  j<! 
How  to  clearly,^  accurately  e3q)lain  the  pm^se/i|j! 
conditions  of  an  agreement. 


r  HQHEBICALt 


SEBCIPIC: 


In  X  timet  fewer  'Qian  X  number  of  parents  claim 
that  they  did  not  understand  what  they  signed* 
In  X  timet  wxker  gets  a  voluntary  release  form 
signed  for  at  least       of  children  removed  from 
Omix  hoiaes« 


Terms  of  the  release  agreement*  ; 
Who  can  sign  agreement.  ; 
Vhy  the  child  is  removedt  agency  services  that  j 
are  available  to  si^port  child/family. 
Agency  policy  on  child  removal* 


PERFORMANCE  STANDARDS 
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P.A.C.  15 


GBJECTXVIi: 


t 

!  } 


i  i 


T.-iS;-;:   Evaluates/observes  the  services/facilities  offered  "by  various  institutions  or  grouji  hoiuea  with  the 
client/client's  family  in  relation  to  the  atpecific  needs  of  the  client,  Iti  oxdei;  to  decide  with  the 
client/client's  family,  appropriate  placement  for  the  client. 


CO 
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PERFORMANCE  STANDARDS 


31BSCRIFTIVE; 


Vo3dcer  is  comprehendive^  intexested  in  ollent's 
situation. 

Deoislon  Is  oonslstent  ^th  evaliiation  results. 


HDMEBICALt 

.    Voilcer  alvaoTB  ixnrolves  the  client  and/or  Ms 
family  in  the  decision  maldi^  process. 

.    Supervisor  notes  tiiat  mxlcer  overlodced  a  possible 
resource  no  more  than  X  times  in  X  period  of  time 

.    Independent  eraliiation^by  et^r^^ieor  reveals  that 

agreed  vpon  placement  was  uneatisfactoxy/inappro* 
priate  in  ^  of  the  cases  reviewed. 


I? 


.    How  to  evaluate  institutions  in  relation  to 

specific  client  needs.-  .z- 

.    How  to  Involve  clients  in  the  decision  making 

process*  f 

SFKCIFIC !  p 

.  Specific  needs  of  the  client.  :  j 
.    Ihstitutione/group  honjes  available  to  deal  with!  " 

client's  specific  problems.  [  I 

*    Location  of  the  Institutiona/fproup  hoines.  f  1 
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PERFOR>*AKCE  STANDARDS 
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j     Data     i  Faople    |  things 


I    Raas.    I  >:sch.     }    Lang  ■ 


F .  -  LEVEL 


3B 


i  3A 


F.  -  ORIENIATIOS 


,  INSTR. 
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G.  E.  D. 
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TASK  y.o. 


OBJECTIVE : 


;  TASK: 

i 

! 

r 


I  1 


Advises/discusses  with  conrplainatit  the  court  process  and  the  reason/necessity  for  the  ccHiiplainant 
to  testify^  as  well  as  his  legal  rights  and  responsibilities >  relying  on  own  knowledge  of  law  . 
and  the  court  process^  in  order  to  insure  that  the  coorplainant  itnderstands  the  need  for  his 
testiDKmy  and  obtain  his  cooperation  in  the  court  hearing* 


CO 


Is 


CI 


t 

C 

i  ! 
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DESCRIPTIVE; 

*    Worker'  is  imderstanding* 
.    Worker*  s  statements  are  dear  and  concise. 
»    Information  is  accurate >  ccmiplete  and 
pertinent* 


TTOMERICAL; 

^    CcQipXainant  is  informed  in  all  (100^)  cases' 
and  cooperates  in  at  least  X  out  of  X  cases, 

.    No  more  than  X  valid  canplalnts  received 
within  X  period  of  time  about  worker* 


TRAINING  COKTEST 


PUNCTIOMAL; 


*  Verbal  and  non-verbal  cOTmrunication  skills*  " 
,    How  to  select  pertinent  information* 

^.  Hoif  to  organize  information  and  presentation* 
»    Knowledge  of  motivational  theory  and 

techniques . 
.    How  to  relate  to  people* 
^    How  to  make  person  realize  responsibilities 

and  ramifications  of  his  actions* 
^    I&iderstanding  of  ethical  considerations  in 

relation  to  utilisation  of  information*  . 

SI^IFIC; 

.    Knowledge  of  agency  policy  ^d  guidelines* 
»    Knowledge  of  law  and  court  process* 

*  Awareness  of  cosnmunity  standards  -and 
attitudes^ 

*  Awareness  of  cultural  and  ethnic  grovgp 
patterns  as  irelated  to  ccomiunity*' 
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PERFOB>a:iCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


}  Hats.   ■  Psopla    i  Things    |     Daca     \  People    !  Things  i 


"jl     Re  as.     \   MaCti.      {    La  ng , 


F.  -  LEVEL  [  F.  -  ORIE^TATIOM  \  IN^STR.  | 


G.  E.  D. 


I 


.3B. 


T 


P.A.C.  17 


GOAL; 


} OBJECTIVES 


T!a2J£s  to/ejcplains  to  Juvenile  Depajrtanent  representative  the  facts  concerning  reported  cases  of 
child  abandonment  or  suspected  child  ahuse  and/or  neglect^  in  order  to  request  that  a  detaining 
order  he  issued. 


CO 
CO 
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PERFORMANCE  STANDARDS 


liBSCRlFTTVE; 

.    Worker^^  stat^nents  are  clear  and  concise* 
.    Information  is  accurate^  ccorplete  and 
pertinent. 


HUMERICAL; 

.    Request  for  detaining  order  mde  in  all  cases 
vhere  detention  is  indicated. 


TRAINING  COSJTENT 


yUNCTlOML; 

.    Camnnmication  skills. 

.    How  to  select  pertin^t  information. 

.    How  to  organize  information* 


SPECIFIC; 

.  Knowledge  of  ag^cy  policy  and  "guidelines* 
.    Knowledge  of  law  and  legal  process.  ^ 


t  i 


PERFORMANCE  STANdARDS 


TRAINING  CONTENT 


J  


LEVEL 


Da^a     t  People     (  Things 


Reas. 


W,  F.  -  ORIENTATION 


INSTR. 
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E.  D. 


i  TASK  ^)0, 
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P.A.C.  18 


\  G?AL: 


: OBJECTIVE: 


i  T, 


-^K:     Hbones  approfpriate  law  enforcement  agency  to,  convey  information  about  a  reported  case  of  child 
atfuse  (when  Itnovm  facts  indicate  that  there  is  reason  to  believe  abuse  has  occTirred),  following 
agency  policy  and  procedures,  in  order  to  request  their  assistance  and  cooperation. 


1  o 


FcAFGI^IANCE  STANDARDS 


DESCRIPTIVE: 

.  Worker^s  statements  are  clear  ancl  concise. 
.    Information  is  acctirate,  ccnirplete  and 

pertinent . ^ 
.    All  peirtinent  infoimation  is  conveyed. 


MOMERICAL; 

.    Suspected  ataise  is  reported  in  all  (1CK>5&) 
cases. 


TRAINI^'G  CONTENT 


FUNCTIONAL;, 


.    How  to  use  telephone. 

Vei^al  coQnmmication  skills. 

How  to  select  pertinent  information. 
.    How  to  organize  information. 
.    How  to  make  judgments  and  decisions. 

SPECIFIC: 

.  Knowledge. of  agency  policy  and  guidelines. 
.    Knowledge  of  legal  process. 
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PERFOmHCE  STANDARDS 


TRAINING  CONTENT 
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3B   1     ,3A-     (  3A 

80%     1     9%        1  15% 

h 

h        \      ±        \  k 

P.A,C,  19 

GOAL: 

OBJECTIVE: 
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TASK;    ^^Prepares/submits  to  appropriate  law  enforceinent  agency  a  written  report  conceming  each  case  of 
suspected  child  abuse  previously  reported  W  telephone^  in  order  to  document  and  confirm  the 
oral  report  in  accordance  with  agency  policy  and  procedures. 

PERFORMANCE  SXAKDARDS 
DESCBIPTIVE: 

.    Beport  is  well-written^  dear  and  concise. 
^    Infomation  is  accurate^  ccso^lete  and 
pertinent. 

NUMERICAL: 

,    Written  report  pteps^i^ed  in  all  (1005&)  cases. 
.    No  valid  cocrplfij^ts  Received  about  vorker 

and/or  reports.- r   '  " 
.   All  pertinent  infoormation  is  included. 

TRAINING  CONTENT 

FUNCTIONAL; 

.    Written  corancunication  skills  (basic 

grammar  and  punctuation). 

How  to  select  pertinent  information. 
.    How  to  organize  information. 

.    Knowledge  of  agency  policy  and  guidelines. 

/ 

PERFORMANCE  STANDARDS                                                              TRAlKiNG  CONTENT 

Ebqplains/docviinents/dfiScril>es  to  law  enforcement  officers/county  attorney/court  ;iudge  the  xurgency  of 
a  child's  situation,  exercisinff  judgement  in  the  selection  of  iresource  and  the  description  of  the 
situation  based  on  ovn  assessment  of  the  case  in  order  to  obtain  legal  assistance/authority  for  the 
immediate  removal  of  a  child  £rom  his  home  when  child's  health  is  endajigeTOd  and  parent/guardian 
irefases  to  sign  a  irelease  agreement. 


lESCSRUPTlVJit: 

*    Vosdcer  describes  situation  briefly^  but  accura 

and  objectively. 
.    Vo^r  nses  good  judgement  consistent  with  case 

\a?gency  in  selection  of  source  of  assistance. 

HtMEBIOAL: 


In  X  time»  fewer  than  X  number  of  statements  made 
to  law  enforcement  officers^  judges^  county 
attozneTs  Cannot  be  siibsiantiated* 
III  X  tiine»  f^ier  tiian  X  number  of  requests  for 
assistance  in  removal  of  Child  are  determined  by 
supervisor  to  have  been  premature/tmfounded. 


FDNOMOWAt: 

.    How  to  describe  the  situation  in  qxiasi** legal 
terms. 

.    How  to  convey  the  urgency  cf  the  situation. 
.    How  to  describe  a  situation  clearly^  briefly. 

SPSCTSlOt 

.    Igency  policy^  procedxires  for  obtaining  legal 

assistance  for  child  r^iu^val* 
.    Local  law  enforcement  officers,  county 

attorneys^  and  judges. 
.    Legal  base/jnstif ication  for  removal  of  child 

£Eom  home. 


r^MEGL^iANCS  STANDARDS 


TRAINING  CONTENT 


Obsexvee/exaailiieB  Hib  facts  pertaining  to  a  situation  resulting  in  a  protective  services  contplaint/ 


request  for  protective  services,  taUcs  to  all  principals,  examines  such  physical  evidence  of  j 
abuse/ne£fLect  as  is  present,  exercising  discretion  ^thin  le^al  restrictions  and  a^no^  poliogr  in  \  { 
order  to  determine  how  the  <diild  is  bein^  affected  by  1^  situation*  ; 


nSSCBlPTIVEt 

t    Worker  is  tactful,  courteous,  calm,  hut  is  firm, 
objective,  professional  in  his  asproaedi  to  ihe 
problem* 

*  Observation  of  family  relationships,  (evidence 
of  ne£p.ect  of  one  or  inore  of  the  bhildren),  is 
thoroufi^  and  xeaaonable* 

*  Observation  is  conducted  as  quickly  after  report 
is  received  as  is  reasonably  possible. 

MUMEBICAL; 

*  In  X  time,  s\^rvi8or*s  review  of  vo3^r*e 
findings  results  in  agreement  at  least  ^  of' 
time. 

*  In  X  time,  voricer  exceeds  legal  bounda,  agency 
policy  fever  ihan  x  mmber  of  times* 


*  How  tO'CU^sess  family  dynamics,  intexpereonal 
relationships  during  crisis  periods. 

.    How  to  make  general  examinations/obeervations. 

.  Qdw  to  note  obvious  medical  injuries/deficien* 
cies  that  warrant  more  extensive  medical  exam- 
inations. 

*  How  to  interpret  legal/agency  documents. 


*  Legal/aeency  policy  that  relates  to  protective  j 
services* 

*  Itecedure  for  medical  examinations*  \ 

*  Procedure  that  must  be  followed  after  receipt 

of  a  ccmplalnt/requlred  for  protective  services*! 


i  1 


TtlAINING  C0NTEt5T 


-        Vrltes/dlctatea  a  x^^ri  identiSyiDg  the  principals  of  the  imreatl^tion;  natuze  of  tiie  ccmplaintf      '  | 

naturet  extent^  and  cause  of  the  child*a  injwiea»  if  ai^;  identity  of  pexaon(a)  xeeponaible}  and      \  j 

fluch  oilier  infcmnation  as  personal  judgement  and  training  indicates^  in  order  to  acotirately  describe  [  j 

ObB  situation  as  it  vas  found  to  be  at  the  time  of  imreatigation  of  a  report  of  child  abuse»  neglect^-  j 

abandonment^  or  dependency*  i 


*  Beport  acctaxately  deacrlbea  voxker^a  evaluation 
of  the  situation* 

*  Beport  ia  brief  but  1boro\]g^»  clearly  atated* 

*  Voidcer  usee  good  Jtideement  in  deciding  ijhether  or 
not  additional  information  will  contribute  to  the 
reader'a  understanding  of  the  situation* 

HOMBBICALf 

*  In  X  time^  fewer  -Qian  X  number  of  erroneous 
statements t  irrelevant^data  in  reports* 

*  In  X  time^  fener  llian  X  number  of  complaints 
about  vagueneaaeaf  lack  of  clarity  in  report* 

*  Beport  ia  con^leted  in  X  amount  of  time  after  tiie 
investigation* 


TRAtNXXG  CONTEXT 


*  Bow  to  write/dictate  a  report  clearly* 

.    Bow  to  interpret  own  evaluation  for  other 
persons* 

.    S^w  to  describe  Physical  or  emotional  ixijitrlea 
or  dama^* 

*  Bow  to  use  diotatin^r  equiiMnent* 

*  InfomatiGn  required  in  the  report* 

,    Who  will  read  the  r^rt»  how  it  will  be  used* 

*  Igenoy  policy  for  protective  service  Inraati* 
gation* 

*  Legal  reatrictions^  liability* 

*  Style »  forms  to  be  used  for  report* 

*  Use  of  agency  dictating  equipment*  ' 


!  I 


T^iAXNING  CONTENT 


)  1 


3B 


P,A,C,  23 


!Oiij:;cnvE: 


Contacta/inf^sSTO  client  of  c<xnplaint»  talks/lie tens/aaiks  and  ansvera  queetiona  aliout  allefled 
coiqklaini,  in  order  to  galSier  inforoaiion  to  be  iised  in  assessliig  tiie  validliy  of  tiie  c<»i9laini* 


0^  \ 


is; 


t  1 


IBSCRiPjIVitt 

*  Wbikar  la  courteoua/nndarBtand  1  ng/ tactful* 

*  Vodcar  is  artioulatai  ataiemanta  are  accurate/ 
clear/coDciee * 

gOMgRICALt 

*  Leas  tlian  ^  of  clienta  coiMplain  about  wxtor^s 
attitude/unner* 

*  Voxkar  nuat  xeoontaot  client  for  fmrQier  infuntap 
tion  in  Xeaa  ttian  ^  of  cases* 

*  Less  Hian  ^  of  natoxiala  gaUiered  for  asaeasin^r 
complaint  are  p3?o7en  inv^alid/lnaccucato/incoiiH 
plate* 


TRAINING  COTilESt 


FOMCTKBIAlt 

*  Ability  to  confront* 

*  Comnnmication  skills* 

*  Skill  in  interpersonal  xelationships « 

SPECIFIC: 

*  Khowled^  Of  Hib  srpecific  complaint* 

*  Ehovled^  of  case  history  of  client* 


■3 


'A 


i  ! 

I  I 

!  i 

!  I 


TRAX?IIKG  COSi'EKT 


ERIC 


Ebraminas/aaaassee  an  adult^s  situation  \xpaa  receipt  of  coii;plaint  or  referral^  visiting  hioi^er  In 
hie  otm  hooet  considering  itbefher  he/she  is  ahle  to  act  on  his  own  behalf »  is  neglected,  exploited, 
or  living  in  loisafe  or  hasaxdous  C9ndltlons»  relying  on  previous  experience  and  knowledge  of  agency 
standards  for  evaluating  protective  services  cases,  in  order  to  determine  the  valldily  of  the 
coe^lalnt  or  referral. 


i 

! 

i 

lESCBIPTIVE: 

FUNCTIQIULI 

*  Determination  is  based  upon  an  accurate  evalua- 
tion of  itaa  adult^s  situation* 

*  Decision  Is  accurate,  objective,  and  loade  MtHh 
reasonable  speed. 

*    Abillly  to  decide  ^idiether  or  not  an  individual's 

situation  warrants  protective  services. 
* '  Xhovledge  of  human  behavior* 

Xfpoa  xeviev^  water's  decision  Concurs  vlili 
supervisors  in  ^  cases  crar  X  period  of  time* 
JL  complaint/referral  is  evaluated  within  X 
period  of  tijue*  " 


Location  of  ihe  person  referred. 

igency  standards  used  in  evaluating  protective 

services  cases* 

Source  of  the  complaint  or  referral* 


1 1 


Vr:KFC?vMC;C£  STANDARDS 


CONTEiJT 


j 


Sxplalns  cirouDiatanoee/xeasons  ^iby  the  complaint  was  oustlfled/unjuatifled  to  the  complainant^  orally  | 
t     or  in  vritii^t  iisii^  agency  guidelinee  on  confidentlalHy^  in  order  to  inform  coniplalnant  of  \ 
disrpoaition  of  OiB  comgplaint.  I  | 

t 

■  ! 

4 


traini>;g  coivn:E^'T  i 

  _ 



TUSCTKXUdit  A- 

*  Voidcer  is  courteous/tactful. 
.    Vodcs  with  reasonable  a^ed. 

*  Voxkar  la  artioulate/perauaslve* 

*  Vorkar^a  explanct^tion  is  accurate/complete/ 
HioroQ^i* 

*    Abllliy  to  preset  agency*©  point  of  view*         .  ?J 
.    Terbal  ccmmunication  skills.  -^j 

_  t 

a  UnfilLLl/ Ail  I 

t   Leaa  tiian  ^  of  cooplainante  xepc^  worker  vaa 
not  Teaponsive/dld  not  understand  widcer's 
mxplsOAtlon* 

.    In  all  caaeSt  agsncgr  guidelines  on  confidential  i- 

Igr  axe  followed* 
.    laak  la  conpleted  i^lthln  agency  tine  limita  in 

X  out  ^of  X  oases* 

t 

*   Knowledge  of  agency  guidelines  on-  conflden-  \ 
tiallty.  \ 
.    Knowledge  of  dlfirposltlon  of  ccmtplaint* 
.    Knowledge  of  backgiround/reaaoQa  for  justifying/  * 
not  justifying  complaint*  \ 

i 

i 

TRAINING  COKYENT       '  ( 

Data   I  People     |  Thing; 


 W.  F.  -  LEVEL 


Data       People    \  Things 


.W.  F.  -  ORIENTATION 
I 


INSTR. 


Reas.    I  Math.     |  LangT 


G.  E.  0. 


I 


I 


TASK  MO. 


P.A.D,  5 


GOAL; 


OBJECTIVES 


TASKt 


Erjuninaa  and  evalxiates  requasts  for  Hbmemalcer  Saxvioea^  la  relation  to  a^enoy  guidellnea^  taking  in 
donsideration  the  needa'  of  Hie  c£Lient»  poasible  alternate  reaouTces/otber  aeenoies  vhlch  would 
better  meet  Hie  needa  of  the  clfent^  availabilH?  and  oas>abilities  of  personnel  and  amount  And 
Idnda  of  aerv^ice  client  naeds»  in  order  to  determine  whether  to  acoept^  reject  or  refer  reguaat  for 
aerrice* 


PEKFORMAMCE  STANDARDS 


1 

*  Voitor  oonaidara  information  objectively  and  ) 
uses  good  judgement  In  the  determination* 

*  MoiiCBT  considere  beat  intexeata  of  the  client* 

*  Vodcar  conaidere  tiia  limitations  and  aeenay  1 
guidellnea  for  Hdaamaker  Services*  ^ 

MOMBRICATtt 

*  BfaperviBQT  agrees  with  decision  at  least  ^  of 
tile  time* 

*  Ho  more  than  i  oonplaints  from  clients  over  X 
period  of  time  that  'they  were  unjustly  denied 
aervices* 


TRAINING  CONTENT 


mSKiTlOSALt 

*  Xhovledge  of  Bomemalcer  Services  -  aervicea  and 
personnel  available* 

*  Bow  to  evalxiate  &  request  against  a  mmber  of 
considerations . 

.    Xhowledge  of  casevoiic  principles* 

srociFict 

*  Xhovledge  of  specifio  case* 

*  Xhovledge  of  how  to  refer  client  to  another 
agency* 

*  Xhovledge  of  aervicea  offered  by  other  agenciea* 

*  Knowledge  of  agency  guidelines  for  DcNDemaker 
Services* 

*  Knowledge  of  oiher  aervicea  ])epartaent  offers* 


> 


/ 


ERIC 


PERFORMMKE  STMiDAltDS 


TRAIHING  CONTENT 


1^ 

CO 


Data    f  Puoplc     |  Things 

Data     1  People    {  Things 

Rea5.    1   Math.    '  |  Lang. 

W.  F.  -  LEVEL 

-.W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

h      1     *ilA"     1  U, 

6096    !      35Ji      1  ^ 

It 

it      1        3       I  li 

P.A.D.  6 

GOAL: 

* 

OBJECTIVE: 

TASK;    Diacusaea  vith  client  the  financial  contritnition  to  be  made  by  the  family  for  Homemaker  Services^ 
tframfnlng  niitt  client  his  financial  situation^  explainin^f  the  nbimal  chargea  for  aeivicea  provided 
in  order  to  detenaxne  i^hat  cbaxgeat  if  any^  vill  l^e  made  for  bc^oemaker  aervioes. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ISSSCHIPTIVK: 

fUNCnOHAIi: 

1 

CO 

S 

g 

1 

M 

*  Woxker  is  pleasant^  oouirteoua  and  objective. 

*  Voxker  diflplagns  tact  and  xeaaaures  client  aa  to 
iSbe  confidentiality  of  information  received. 

*  Determination  ie  made  vitii  the  consent  of 
client* 

>  1 
NUMEBICALf 

*  How  to  deal  vith  people       may  be  under  stress. 
.    Xhowled^  of  HcMiiemaker  Services. 

*  How  to  elicit  information  in  a  nonauthoritarian 
manner. 

SP!E!OIFICf 

*^ 

< 

z 

3 
• 

Objective        Goal     |  Oi 

*    SiHMrvisor  BffCBBS  vith  detemination  at  least 
of  the  time. 

.    No  more  lhan  X  ooaplainta  in  X  time  fvom  client 
about  w>x)cer*a  manner  or  attitude. 

.    Xhovledge  of  charges  normally  made  for  Home- 
maker  Services  and  allowable  deviations  ftom 
these  charges* 

.    Xhowled^  of.  agency  policy  relating  to  charge 
made  for  Somemakar  Services* 

/ 

PERFORIttHCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    |  Tilings 

Drtta     1  People    I  Things 

Reas.    1  Hath.     t  I^^S* 

W.  F.  -  LEVEL 

^tf.  F.  *  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

— 

L    i     iA'     1  lA 

LI         1      I  ii 

P.A.D.  7 

goal: 

OBJECTIVEi 

task:    Explaina/disousBes/elaxifieB  reasons  for  denial  of  hommakar  eervioee  to  prospective  client,  couk 
^arinff  client  needs  to  limitations  of  bcmiemaker  fiervices,  makings  referrals  to  other  ae^ncies  or 
dlseuseln^  alternate  solutions  to  family  pjKfblemBf  and  generally  placating  any  anff^/upset  olient, 
so  as  to  infom  prospective  client  of  reason  for  denial  and  assist  H^^m  in  receiving  serrices/ald 
from  other  sources* 

PERFOItHANCB  SXAHDARDS 

TRAINING  CONTENT 

IBSCHIPTIVEi 

nmcnoKAL: 

> 

c 

s 

m 

^ .    Eigplanations  are  olear,  conoise  and  accurate. 
* «   TtoiiuT  ie  articulste,  oalm  and  expressese 
interest  in  client. 

.    How  to  tactfully  deny  servicee  to  prospective 
clients. 

.    Kiiowled^  of  family  dynamics. 

.    Ahillty  to  make  accurate  judgments  quickly. 

H 

? 
H 

M 

< 

N 

>  NDMBBIClLs 

SPBOIH 

n 
P 

M 
O 

S 

.  Leee  iluui  X  complaints  over  2  Period  of  tlnad  of 
voricer'e  lack  of  clarily,  inforskation  or  attitude 

.  ]^  of  i^q;>ective  clients  over  X  period  of  tijoe 
repo3rt  that  voxicsr  was  helpful  in  assisting  Hmm 

in  receiving  services/aid  from  other  local 
agencies^ 

.    Khowledjpe  of  Homemaker  servicee  and  related 

services  rendered      oHier  local  agencies* 
.    Xhowledfie  of  problems  of  particular  family. 
.    Knowledge  of  client  referral  egrstm* 

Objective 

/ 

PERFORMUtCE  STAHCAROS 

TRAINING  OONTEHT 

ERIC 


Data  ^  People     j  Things 


_pat:a    1  People     [  Things 


j     Reas.     I   Math.      |  L^ng. 


f*  ■  LEVEL 


lA. 


.W.  F.  -  ORIENTATION 
3%     I     60%       I  % 


INSTR. 


G.  E.  D. 


TASK  NO. 


I 


PA*E*  h 


GOAL: 


OBJECTIVE t 


TASK:    Explalns/aificussefi  the  operation  of  the  Day  Care  Center  with  grotcps  of  visiting  specialists^ 
bigtOi^ing  the  experliaental  phases  of  the  program  and  helping  them  apply  the  ptiilosopby  and 
total  functioning  of  tbe  Day  Car«  Center  to  their  area  of  interest  >  in  order  to  increase  their 
understanding  of  cxxrrent  trends  In  Day  Care. 


cn 

o 


c 
o 


0 


O 


u 
o 


PERFORmHCE  SXAMBAltDS 

DESCRIFTIVE: 

.    Discussion  is  clear>  velX-organlzed  and  \ 

to  the  point* 
.    V6rker  is  open>  perc^ptive>  and  expresses  an 

interest  in  neir  ideas. 


NUMERICAL: 

*    Over  X  period  of  tlme^  more  than  3^6  of 
visiting  specialists, report  that  the  visit 
yras  stimulating  and  increased  their 
understanding* 

.    Over  X  period  of  tlme^  no  more  than  3^  of 
visltliig  specialists  report  tbKt  the  worker 
did  not  answer  their  questions  satlsfa/ctorily. 


TRAIHIHG  COMTENT 


FUNCTIOHAL; 


.    Theories  of  <^ild  developnent,  social  wwk 

and  education. 
.    Hov  to  give  a  clear>  veil -organized 

description  of  a  Day  Care  Program. 
*    Hov  to  ansver  questions  before  a  group/ 

speak  exfceniporaneously. 

SPECIFIC  t 

.    The  specific  visitors'  areas  of  interest* 
.    The  philosophy  and  functioning  of  the 
Day  Care  Center. 


> 

H 

> 


< 


•3 


/ 


FERFORMNCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


S 


u 
o 


Data    i  People     |  Things 

Data     1  People    [  Things 

1    Reas*    1   Math*     \.  Lang* 

W.  F.  -  LEVEL 

.W.  F.  -  ORIENTATION 

INSTR» 

TASK  HO^ 

3B|     .   2     1  Ik 

1    50%    i  ^ 

2 

2       1       1       I  2 

PA.E  12 

GOAL: 

OBJECTIVE: 

TASK:    Writes/records  in        logf  the  time  of  arrival  and  dapaxtu3Pe  of  the  children  in  the  Day  Care  Center 
and  \ibo  accoiiqpaniea  thenif  in  acceordance  with  the  polioy  of  the  Center,  in  order^  to  have  a  record  of 
each  child's  attendance  and  to  aBs\irG  that  the  cbild3r^  leave  only  with  authp3dzed  persona* 

PERFORMANCE  STAMDAROS 

TRATNTNG  COHTEHT 

a 
»-i 

to 

ISSCRIPriWi 

TQNCnONAL: 

*    Becords  the  information  accurately  and  oomplfte- 

^    Alvays  iikakes  aure  tiia  children  are  leaving  with 
aulfaorized  peraons*  : 

*  How  to  write/record  names  and  timea* 

*  How  to  eiQlain  to  s<»iieone  'Hie  reasons  tbey 
cannot  taike  a  child  home* 

H 

p. 

Ct 

3 

*  Over  X  period  of  tlmBf  no  more  ihan  £  children 
leave/axrive  vilSiout  bein^  prpperly  loosed* 

*  Over  X  period  of  timef  no  more  than  X  children 
a3ce  tdcan  fjcom  i3»  Ce^Eiter  by  noauthc^zed 
peraons* 

4 

*  Which  persons  are  authorised  to  leave  with 
each  child* 

*  S*0*P*  for  loesinff  attendance^ 

/ 

PERFOBHMiCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Objective    |    Goal     1       Organizational  Unit 

Data   1  People    1  Tilings    j     Data     |  People    \  Things 

1    Reas.    j  Math.     |   Lang.  ] 

W.  F.  -  LEVEL           j              F.  -  ORIENTATION 

"INSTR.     1                G.  E.  p.  1 

TASK  NO* 

3B   1     ,1A-     1     lA        1      60!rf     1      ^      i  3^ 

2        1  *      2      J         3      1        2  1 

PA.E  21 

GOAL: 

OBJECTIVE: 

> 

W 

TASK:   Cooke  bxealcfasti  lunchi  and  enacks  on  a  dedly  basis  for  the  Bay  Care  Centexi  foUowiiie  menu  plana 

and  xeclpee  and  adhering  to  eanitaxy  etandaxds,  In  order  to  prepaace  meals  for  the  Day  Care  Center^s 
children  and  staff. 

PERFOSHAHCE  STANQARDS 

Igyi'TPTIVE: 

.    Heal  pirepaaced  le  conaletent  with  menu  plana  and 

eanitaxy  etandardB. 
.    Soou^  food  la  prepared  for  staff  and  children. 
*   Meal  le  prepared  on  time. 

NDKBBICALi 

.    One  breakfast  f  one  lunch  and  two  snacks  are 

l^repaxed  evexy  day. 
.    Heal  always  foUowa  menu  plana. 
.    No  child  missee  a  meal  because  of  Inadequate 

food  px^^aratlon. 

TRAINING  CONTENT 

FONCfFtCKALi 

How  to  cook. 
.    Bow  to  follow  a  schedule  and  a  menu  plan« 
How  to  determine  amount  of  food  to  cook. 

SSBCIFIC: 

.    Henu  plans  for  Ohe  day  and  ^^bh  recipes  to  use. 

.    Number  of  people  to  cook  for. 

.    Time  schedule  for  each  day  *s  meals. 

** 

/  ' 

PERFORMANCE  STANDARDS                                                        .      TRAINING  CONTENT 

Data   I  People    |  Things    I     Oata  ,  \  People    t  Things 


Reas.    I   Math.      |  Lang. 


W.  F.  -  LEVEL 


U    I  lA 


»W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


TASK  NO. 


5^     I  5^ 


T 


lA 


I 


PA.E  22 


GOAL; 


OBJECTIVE: 


TASK:  Sbope  for/purchaaea  sufficient  groceries  to  meet  the  Day  Care  Center*  3  neede  for  the  veek^  Jiai^ag 
fonda  f^E^  Hie  Center*e  operatiii^  1:md£ett  and  relying  on  own  knowledge  of  menu  plane  for  Hib  welc^ 
jproceriee/ccMitmodities  on  hand^  ttie  Center*e  available  grocexy  bxidgett  in  order  to  assuxe  an  adequate 
sigpply  of  eroceriee  for  the  Center*e  daily  meale  and  enacks. 


CO 

N 

o 


<4 
o 


o 

01 


PERFORMAHGE  STANDARDS 


IBSfiRIPi'IVl!!: 

*  Correct  jfroceries  and  amoimts  axe  puxchaaed.  j 

*  Groceries  are  bought  veil  in  advance* 

*  Voxker  considers  loenu  plans^  present  supply  and 
bxidget  restraints  ^disn  purchasing  groceriss*; 


HPMEBlCALi 

,   Worker  alWQTB  stays  within  availabls  bxidget* 
.    Ho,  more  than  ^  food  purchassd  is  wasted 

(becauss  of  over^purbhaes)  over  X  period  of 

time* 

.    A  sufficisnt  svpply  of  grocsriss  is  always  on 
hand* 


TRAINING  CONTENT 


Hbv  to  detexmine  amount  of  food  to  purohass 
for  a  certain  number  of  people* 
*    Hdw  to  stay  within  a  budget  vhsn  purchasing 
grocsriss* 

.    Shovlsdge  of  food  preparation  techniques* 


H 


1? 


*  Hsnu  plana  for  the  wesk* 
Grocsriss/c<»mnoditiss  on*haDdf  availabls  budget 
for  HiB  grocsriss. 

*  Number  of  peopls  }Aio  will  1:>e  sating  at  tiie 
Center. 

*  Where  to  pu3?ohass  grocsriss. 


/ 


PERFORMftHCE  STANDARDS 


TRAINING  CONTENT 


Data    1  People    |  Things 

.   1   1  

Data     1  People    [  Things 

1    Reas.    1  Hath.     \  Lang. 

-  LEVEL 

.W.  F.  -  ORIENXATtON 

INSTR. 

G.  £.  D. 

TASK  NO. 

4     1       U     1  lA 

9096    1        ^     \  ^ 

h 

h      \       3      [  h 

PA.E  23 

GOAL; 

OBJECTIVE:  ' 

TASK;  Eraminee/evaluateB  teacbars'  plans  for  Actlvjlty  Centere  in  relation  to  budget  limitatlonet  FedexaX/ 
State/agenoy  ^^delines^'  see  levels  of  children^  the  veekly  themes  of  each  oenter^  and  the  variety 
of  activities  planned^  taking  care  to  note        dug^lication  of  activities^  in  order  to  reconmend 
changes  to  iinprove  plans  and  facilitate  coordination  of  activities. 

PBRFORMAHCE  STAMDABDS 

TRAINING  CONTENT 

XGSCRIPTIVE: 

FUNCTIONAL: 

•> 

i 

IH 
CO 

3 
i 

o 

i' 

*  BeoooBDendations  for  changes  in  plans  are  consis* 
tent  with  Pederal/State/agencjr' guidelines  and 
evaluation  xemiltis* 

.    Pour  Centers'  activitiee  are  well  ooordinated. 

*  Suggestions  are  feaail>le  and  within  budget 
t         reetriotions.  ^ 

*  How  to  evaluate  Issson  plans* 

.    Khowled^  of  child  development. 

*  How  to'  Josike  reooraoendations  in  a  positive 
mannert 

H 

< 

M 

o 
• 

tc 
i4 
o 

NOHraiCALi 

SEBCIFIC; 

Objective     |    Goal  | 

*  Ko  more  than  X  intftaneee  ariee  in  X  period  of 
time  tdiere  more  than  one  Activity  Center  has  the 
same  ^^oject  planned. 

*  Co-VDdcere  agree  with  recoimendations  T^i  of  the 
time.  ^ 

*  Age  levele  of  Hie^-Jbildren. 

.    Activities  planned  for  the  various  Centers* 
.    Budget  constrainte. 

*  Ifeelcly  theme  for  the  Say  Caxe  Center. 

*  Xhowledge  of  Fedaral/State/agou^  guidelines 
for  operatioia  of  Bey  Care  Centers. 

/ 

PERFGRMUICE  STANDARDS 

TRAINING  CONTENT 

ERIC 


cn 


Data   1  People    |  Things 

Data    1  People    \  Things 

1 

1    Rcas*    1  Math*     |  Lang* 

1 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

— 

3B    1     *  lA     1  U 

3 

3      I      1        I  1. 

PA,E  24 

GOAL; 

OBJECTIVE: 

TASK;    CoiD(poBes/prepareB  periodic  reports  on  each  child  at  ^iie  Day  Care  Gentert  describing  progress^ 
iJiiportant  clDservatlcxis  and  pzoblemat  follcwtn^  agency  S*0*P*i  in  order  to  provide  a  continuous 
case  history/profile  of  each  child. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

1 

UBSCBIFTIVEi 

FONCaniOKAL: 

c 

09 

5 

4J 

iO 
r4 

d 

*  Narrative  reports  accurately  describe  the  situaf- 
tlon  and  axe  organised  so  that  accounts  of 
Important  events  asee  easy  to  locate* 

*  B^^K^rta  axe  conciset  scansnatical  and  easy  to 
read* 

«     *    Beports  axe  kept  current*  ^ 

*  Hov  to  write  a  narrative  report  concerning 
cllent*s  progress^  problemat  etc* 

*  How  to  recognize  and  summarize  important 
decisions* 

*  Hov  to  write  in  a  grammatlcalt  easily  read 
style* 

< 
PI 

H 

Orga 

NDNEBICALt 

SRBCIFICt 

Objective    |    Goal  | 

*  X  reports  cootpleted  in  X  ainount  of  time* 

*  ^  X  timet  fewer  lhan  X  complaints  ftom  supers 
visor  about  unclear^  incoji^lete  reports* 

*  Hov  this  task  contributes  to  the  subsystem 
objective* 

*  Agency  S*0*P*  for  oompletlBg  the  reports* 

*  Knowledge  of  the  specific  person^  s  progress^ 
problems  t  etc* 

/ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

I 

ERLC   


Data   I  People    I  Things 


Wi  ?.  -  LEVEL 


SB  I 


14 


Data     I  PeogXe  ~f  Things 


^W.  F.  -  ORIENTATION 

90?6   I     g>i    i  ^ 


I    Reas.    I   Math.      f  Lang. 


INSTR. 


G.  E.  D. 


I 


lASK  NO. 


25 


GOAL: 


OBJECTIVE; 


TASK:    BetexnUnes/decidss  ijpon  the  philo8qp]:^>  the  Qn-goiri£  eCQpe  of  actlvl1^>  the  gi^ieral  procedures 
and  staff  cosrplenient  required  for  a  Hay  Caxe  Center>  detemtinine  scQpe>  developing  program  and 
l7Udget>  in  order  to  plan  the  optimal  environment  vithin  the  constraints  of  tiiDe>  iDondy>  other 
xesouxces  for  tbe  children  "wbo  stay  at  the  Center>  drawing  on  cm  extensive  knovled^  of  soCiaX 
vodc  methodai^qhild  dervgiopment  and  education  theory* 


PERFOBMMJCE  STAMDARDS 


IBSCRIPIIVEt 


€0 

o 


4 

I' 


!Ihe  operation  of  ibe  Bay  Care  Center  is  accept^* 
able  to  HhB  ccmnunity  and  Hhb  parents  of  the 
children  «bo  stay  at  the  Center* 
Vb»  environiDent  is  pleasant  and  home^lika. 
fChe  Center  is  desiipaed  ^th  Obe  velfaxe  of  the 
children  bein;  of  prlmaxy  iiDportance* 


MDMERICALt 


o 


01 

U 


Over  X  period  of  time*  ^wove  than  3^  of  visiting 
esgper^  in  Hie  field  state  that  i£e  program  is 
neU  planned  and  beneficial  to  the  children* 
Bay  Care  Center  meets  all  Ucenainff  atandards. 


TRAINIMG  CONTEMT 


*  How  to  s^ply  an  extensive  Imovledge  of  social 
vork  methoda>  Child  developtiient>  and  education 
theory  to  planning  a  Bay  Care  Center* 

.    How  to  design  revaxditie  and  meaningful  jobs* 

*  How  to  define  ob;)eQtives>  scope  of  woA  and 
manpower  reguir^nents  of  a  Hay  care  Center* 

SEEdFTCt  * 

*  Qiowledge  of  local  constraints  in  relation  to 
the  goals  of  the  Bay  Care  Center* 

*  Kiovledge  of  licensing  xequirements* 


> 


H 


cn 


/ 


PERFORWMICE  STANDARDS 


TRAINING  CONTENT 


ERIC 


•■■    '                 1   'Jvir.:-     i     D.-.!:a     j  People     I  'rhii\gj 

\  i 

1                G.  1 
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PA.E.  26 

I    i  . 

OBJECTIVE: 

f 

Ij 

i  i 

1^ 

i  ; 

ASK:  Beoorde  in        Care  Center  journals  aiooitnt  of  jnoney  received  for  client's  child  care  account  and 
vrites  out  receipt  on  standard  form^  in  order  to  have  a  written  record  of  the  pagnneat* 

i 

1 

1 

1 

: 

1  1 

!  ! 

=  i 

PSSFOtlMANCE  STAITOARDS 

TRAINING  CCmEm 

ij 

i  1 

lesGRiprxvEi 

PQHCO^IQNALi 

■  3i 
1 . 

i 

\-J 

i  1 

1    V  I 

!S' 

*  Becelpt  Is  JTor  correct  amomit  and  Is  legihle. 

*  Beceipt  and  journal  are  filled  out  in  a 
reasonahle  amount  of  time* 

.    Ebtries  into  joumala  are  Icept  vip  to  date. 

.    How  to  count  cash^  determine  amount  to  record 

froffl  checks. 
*    Elementaxjr  boctkkeeping  procedures* 

rz! 

UDMBBlCALi 

SEBCIKCC; 

d 
— t 

fi 

1  O  ; 

*  Ho  acre  than  X  coa^lainta  that  receipt  was 
illeglhle  or  for  incorrect  amount  over  X  period 

of  ttjDB* 

*  Journals  are  Icept       to  date  100^  of  the  ttnte* 

•  -  Standard  form  for  receipts*' 

.    Hbv  to  record  Infoxisation  in  Day  Ci 

journals* 
.    ^  idKm  to  elve  receipt* 

ire  Center 

+ 

i  I 

'    -                  PERFORMANCE  STANDARDS 

TRAINIKG  COKTEBtT 

ERIC 


00 


Oara     |  Pvcole    j  Things    j               ii    Reas.    }  Math.     t    Lanj.     ;                       1  , 

j    I             v.   r.  -  LEVEL 

F.  -  ORIENTATICK           IN'STR.      I                 G.  E.  D. 

TASK  KO. 

1 

1 
1 

t 

i   1     3S    f      lA  lA 

9C^   \      ^     \     ^      '      h      \       h     \        3l  h 

pa:e.  27 

1  i  scal:                                                           1  objective* 

1  1  .  j 

i 

I 

1 

1   1  I'ASK;    Inerpeote,  ai^na  Placement  Aereemsnt  filled  out  by-  a  Dey  Caxe  Operator,  Indloatin^  charges  for  His 
\   1             service,  names  and  ages  of  children  and  anQT  ^lecial  provisions  or  servioes  Ihe  Day  Care.  Center/JSome 
1   j       '    '  vill  provide,  in  order  to  ooniplete  the  Day  Care  Hacement  AgreecMnt, 

i  I 

1  : 

I  u^.  .                                                            _i  :  

i  i 

iJ 


1^! 
la 

I 

u 


is 

it 
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PERyOK^L^XCE  STANDARDS 


DESCRIPTIVE  t 

*    Inspection  is  comi^letet  cc^rehenaive  and 
CQOffileted  with  xeasonable  i^ed* 


HPMEBICAL: 

*  No  moxe  tlian  X  cxniaaions  are  discovered  on  foxms 
over  X  period  of  tljne* 

*  igte^mte  are  signed  and  inspected  ^thin  X 
period  of  ttnie  f^oo  receipt* 


TRAINIKG  CONTENT 


PONCTIOaiALt 

*  How  to  inspect  a  foxm  for  cmiaaiona, 
inaoouraciea* 

*  Purpose  of  Day  Care  Centers^bmes* 

*  Consequences  and  purpose  of  a  contract* 

SPBCIPICt 

¥    Contente  of  tiie  Day  Care  Plaoement  igreement* 

*  Special  provisions  ^idiLch  shoudl  be  included 
in  each  agreemeitt^ 


3  • 


PERFOEMMICE  STANDARDS 


TRAINIKG  CONTENT 


ERIC 


Data     1  ?^o*?le    j  «hlnr;;5 


4A 


lA 


|~  Rr.a3.    I   Math,      |  T.aiig, 


F.  -  ORIENTATION 


'  INSTR. 


35^11 


60% 


5% 


1 


E.  D. 


1 


15 


TASK 


OBJECTIVE: 


OX 


I  I  TaSK!  Advises/vteets  with  a  coamunity  action  group  that  is  interested  in  starting  a  Day  Care  Center,  explain** 

*  j  ing  the  recoatnended  procedures  for  establishing  a  board  of  directors,  electing  officers,  acquiring 

I  I  funds,  etc*,  providing  copies  of  prepared  written  guidelines,  informing  them  of  any  comnunity  resources 

*  ;  tiiat  may  prove  valuable  in  order  to  enable  them  to  establish  a  Day  Care  Center. 


PERFORMANCE  STAIIDARDS 


DESCRIPTIVE  3 


The  group  is  able  to  get  a  good  program  going  by 
following  worker's  advice* 

Recomnendations  are  clear,  complete  and  reflect  an 
accurate  analyaia  of  key  problem  areas* 
Worker  is  open  to  new  ideas,  respects  the  viewpoints 
of  others* 


I  g  HtMERICAL: 


L 
IS 

r 

i 
* 


Over  X  period  of  time,  ^  groupa  with  vhota  the 
workeT  met  proceed  to  establish  a  Day  Care  Center* 
Over  X  period  of  time,  ^  of  the  men^rs  of  a  group 
'report  that  vorker*s  advice  ia  uaeful/workable/aimed 
at  key  problem  aread* 

In  X  time,  no  more  than  X  complaints  about  worker's 
attitude/manner/approachT 


TRAIHIKG  COHTENT 


FUNCTIOHAL: 


*  How  to  organize  a  group  for  meaningful  comnunity 
action* 

*  How  to  determine/ comply  with  licensing  require- 
ments* 

*  How  to  engage  a  group  in  problem  solving* 
SPECIFIC : 


The  specific  group's  plans,  goals,  membership 
composition,  financial  aasets,  etc.- 
Community  needs  for  child  care  service* 
Federal/state/agency  guidelines  for  licensing/ 
operating  day  care  centers* 


FERFORMWCE  STANDARDS 


TRAINIKG  COKTENT 


ERLC 


j^ata     :  ?sopla    \  Thincs    I                    Rsas,    1   Math*  Lang* 

1    *~  ; 

V*  F.  -  Cr.IENTA?ION         il::£TR.     j                G*  E,  D. 

TASK  NO.  \ 

i 

*  3B 
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PA.E,  29  ' 

I 

I   . ; 

< 

i OBJECTIVE: 

J 

L 

i 

TASK: 

1 

i 

! 

Car^es  for/befriends/disciplines  a  selected  group  of  children  in  a  Day  Care  Center^  approximating  a 
parent-child  relationship,  helping  the  children  to  learn  to  trust  others  and  to  master  daily  livixjg 
activities,  in  accordance  with  the  staff's  plan  for  each  child,  in  order  to  function  as  a  parent 
image  for  the  group* 

o 


PERFGB^IANCE  STANDARDS 


id 


DESCRIPTIVE; 


*  Worker's  manner  is  warm  and  affectionate,  demon- 
strating a  real  concern  and  interest  in  the  childrea 

*  Worker  is  attentive  to  the  children  in  his-  group. 
Seeing  that  their  needs  are  met* 

KUHERICALi 


Supervisor  notes  that  worker's  actions  are  always 
consistent  with  the  staff's  plans* 
Supervisor  notes  no  instances  of  excessive /unfair/ 
inconsistent  discipline* 


TRAINING  CONTENT 


FUNCTIONAL: 


*  How  to  be  a"  good  '*Mother/Father";  show  affection 
discipline,  ensure  that  childU  daily  living 
needs  are  met* 

*  Knowledge  of  early  childhood  behavior* 

SPECIFIC! 

*  Agency  S*0*P*  for  being  a  parent  image* 

*  Specific  children  assigned  to  the  group* 

*  Knowledge  of  the  staff's  plan  for  'each  child* 


St 
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PERFORMAKCE  STANDARDS 


TRAINING  CONTENT 


i, 

Data   1  People    |  Things    |     Data     {  People    I  Things 

 1  1  ' 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO- 

1    Objective    |    Goal     '|      Organizational  Unit 

U    1    .Ua-   1  :iA 

W      \     33%       \  % 

5 

5       1     1       I  U 

PA.E.  30 

GOAL: 

OBJECTIVE: 

> 

1 

J-H 

CO 
H 

< 

p 

TASK:     Meets  ^th^  answers  questions  of^  and  discusses  issues  and  problems  with  the  parents  of  the  Day 
Care  Center  *s  cliildreny  structttrlng  discussions  around  how  to  care  tor  children-  and  bow  to  best 
cooperate  with  the  center,  serving  as  a  resource  person  and  a  representative  of  the  Day  Care 
Center,  in  order  to  sharpen  their  understanding  of  their  responsibilities  as  parents  and  foster 
their  cooperation  with  the  Day  Caare  Center » 

FERFORHAHCE  SUMDARPS 
DESCRIPTIVE: 

.    Worker  is  open,  perceptive,  and  respects  and 

aclcnowledges  other  viewpoints. 
.    Worker  *s  statements  are  based  on  sound 

^Jiidgpient  and  a  logical  interpretation  of 

the  facts. 

f        *    Wiorker^s  statements  are  clear  and  ,easy  to 
understand. 

NUMERICAL: 

.    Over  X  period  of  time,  worker  gives  parents 
'       inaccurate  infozinatlon  about  the  center  no 

more  than  X  times* 
,    Over  X  period  of  time,  no  more  than  X 

ccnplaints  fttm  parents  about  worker*  s 

manner /^pproacdt/attitude  * 
.    Wdrker  is  always  on  time  for  appolntanents* 

TRAINING  COSTEHT 

4 

FUNCTIONAL: 

.    I^owledge  of  child* s  growth  and  development* 
.    I^owledge  of  approved  child  rearing 

techniques. 
.    I^owledge  of  techniques  of  cooperation/ 

persuasion. 

SlECIPIC; 

.    Specific  parents  and  children  involved. 
*    ^e  ctirrent  functioning  of  the  Day  Care 
Center. 

.    Meeting  time  and  place  -  if  specified. 

/ 

PERFOSMANCE  STAHOARDS                                                            TRAINING  CONTENT 

erJc 


Data   I  People    I  liltngs 


Data    I  People    [  Things" 


Rcas.    I  Math.     |  Lang. 
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.W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


13 


TASK  NO. 


I 


PA.E.  31 


GOAL: 


OBJECTIVE: 


TASK:    >i3vifles/answers  the  questions  of/gives  information  to  Day  Care  Center/Preschool  operators  about 
aspects  of  child  care  service  (e.g.  lesson  piLans>  mentts>  bookkeeping^  staffing^  etc.)  during 
regularly  scheduled  or  special  meetings^  recommending  special  methods^  procedures^  etc.>  gathering^ 
copying  and  distributing  any  potentially  valViable  resource  material  in  order  to  increase  their 
awareness  of  current  trends  in  child  care  and  workable  solutions  to  management  problems. 


CO 

o 

M 


to 


o 


,  o 


O 


PERFORMAMCE  STAMDARDS 

DESCRIPTIVE: 

.    Worker  *s  reccamendations  are  useful^ 

significant  and  aiined  at  Ixy  problem  areas. 

.    Worker  is  tactful  and  shows  respect  for 
other  viewpoints. 

.    Explanations  are  clear^  concise  and  geared  to 
the  person*s  level  of  understanding. 

NUMERICAL: 

.    Over  X  period  of  ttme^  at  least      of  Day  Care 
Center/Preschool  operators  report  that 
worker^s  sugeestions  are  useful/appropriate/ 
beneficial. 

.    Over  X  period  of  tijue  no  more  than  X  coniaalnts 
about  wc^ker^s  manner^  inaccessibility^  or 
lack  of  clarity. 


TRAIHING  COHTEBT 


FUHCTIOMAL: 


.    How  to  structure  the  time  of  children  in  a 

Day  Care/Pre school  setting. 
.    How  to  advise  a  Day  Care  Center/Preschool 

operator  in  a  dear^  logical  manner. 
.    How  to  recognize  problems  and  draw  valid 

conclusions. 
•    How  to  gather  resource  material. 

sroCIFIC: 

r 

.    specific  materials  available. 

;    Individual  operator's  current  program^  aijns> 

and  problems. 
.    Knowledge  of  State/Federal  agency  guidelines 

for  operation  of  Day  Care  Centers- 


z 


/ 


PERFORMMiCE  STAHMMS 


TRAINING  CONTENT 


Data    1  People     )  Things 

Data     1  People    {  Things 

Reas.    1   Math.      t  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

1.      I        liA      1  1A 

ho     !              1  ? 
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PA.F.  2 

goal: 

OBJECTIVE: 

E 

TASK:  ;[)i8cuB&e&  with/explains  to/intexprets  patient's  treatment  program  to  hie  family,  following 

institutlon/aemcy  S*  0.  P.,  ubIh^  own  knovled^  treatment  available  for  mental/phyaical  health 
pxol^ems,  in  order  to  help  iSbsm  abcept  the  need  for  treatment  and  participate  in  the  planniq; 
for  patient  to  leave  the  hospital^ 

i 

Objective    1    Coal     1       Organizational  Unit 

PERFORMANCE  STAMCARDS 

XGSGRIFTXVBt 

*  Patient*  8  family  can  understand  the 
program  and  hov  tbay  can  beet  help  j 
explaina  to  them* 

.    Explanations  and  interpretations  ar 
concise* 

.    Worker  is  qrmpathetic  and  omderstan 

*  Over  X  period  of  time,  no  more  than 
families  complain  about  woaidcer's  at' 
patient  or  his  family* 

.    Ovar  X  period  of  time,  no  more  than 
families  complain  about  unclear,  or 
explanation  of  treatment  program  fo: 

treatment 
if  ter  worker 

^  clear  and 

ling  toward 

X  patients' 
;itude  toward 

X  patients  * 
inaccurate 
7  patients. 

TRAINING  COMtENt 

TDHCTIONAL; 

*  How  to  explain  and/or  interpret  treatment 
plans  to  lay  audience. 

*  How  &  family  can  help  in  a  treatment  program 
for  a  patient. 

.    Knowledge  of  physical/mental  health  field. 

.    The  entire  treatment  program  for  speoif io 
patient* 

*  How  the  family  can  best  help  in  the  planning* 

*  Agency/institution  S*  0*  P.  for  involving 
families  i^  treatment  plans  for  patientcf. 

.    Knowledge  of  specifio  mental/physioal  problems 
of  patient. 

1—' 
o 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data    i  Pooplc  "]  Thing s_ 


W.  F.  -  LEVEL 
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Data 


People   T  Things  { 


W.  F.  -  ORIEKfA ri OM 


]     Reas.     I    Math.      |  L^ng, 


IKSTR. 


G.  D. 


TASK  NO* 


I 


GOAL, 


OBJECTl /E: 


TASK:     Ekiooura^es/persuades  foster  paxente  to  participate  in  meetiB^B/activities  of  Foster  Paront  Associ- 
ationSf  asBieting  Hiem  l\idlvidually  :or  as  a  groiqi  viUi  programs/traiiiinf/organization  as  lequested^ 
in  order  to  promote  'tiie  involvieiDent  of  Tpster  parents  vl'tii  oltora  i^  share  similar  problems  as 
foster  paxents. 


PERFORMAMCE  STANDARDS 


XeSCRIFnVE: 


o 
c 

M 
O 


O 


•  Voxker  exercises  discretion  in  attemptiner  to 
interest  foster  parents  in  joining  Foster  Parent 
Associationa. 

•  Technical  assistance  at  meetings  is  provided 
at  the  request  of  the  membership  or  officers* 

•  Voidcer  is  persuaaive  lAien  tanrtng  to  foster 
parents  f  but  not  threateniiig  or  overbearing* 

HUMERIOALi 

•  In  X  timet  fever  than  X  number  of  conqplaints 
from  foster  parents  ihat  vorlcer  is  monopolizing 
-Qielr  meetings* 

•  In  X  timet  at  least  3^  of  foster  parents  join  a 
Poster  Piaxent  Association* 


TRAINING  CONTENT 


POHOTIOMlLi 

.    Edv  to  persuasively  e^cplaln  the  puxposes  pf  an 

organization     advantages  to  foster  parent. 
.    How  to  conduct  a  meeting  in  an  orderly  fashion* 

*  How  to  find  speakers  for  meetings* 

*  Knowledge  of  principles  and' practices  of 
foster  care* 


SEECIEIOt 

*  Puiposest  goals  of  local  Poster  Parent  Associ- 
ation* 

*  Training  ihat  seems  to  be  a  universal  need  of 
the  groiqp* 

*  S|»eakers  potentially  available  to 

*  BoolcBt  guides  ihat  will  help  gro^  wi-Qi  Ihe 
procedural  facets  of  their  meeting* 

*  Agency  consent  of  worlcer^s  role  in  relation  to 
Foster  Parent  groups* 


?ERPORMMICE  STANDARDS 


TRAINING  a*NTatT 


> 


I 

< 


Data    i  Pcor>ie    I  Things 

Data     1  People    {  Things 

Reas*    1  Kath*     !    Lang*  i 

W.  >\  -  LEVEL 

F.  -  ORIESrAHON 

tNSTR, 

G*  E.  D.                      TASK  NO* 

hi      UA      !   -  lA 

35?6    1     55?6    t  10?6 

i  5 

U      I     3         I       U       |PA.G.  4 

COAL: 

OBJECT! /E: 

TASiC:   Provides  s^port/liaison  to  Foster  Parents  Associationt  {serves  on  Executive  Board  as  consultantt 
advises  of  xegulationa/philosopl:^  of  foster  caret  assists  vith  program  materialst  shares  current 
professional  ixd^oxmationt  provides  i^dated  list  of  foster  parentet  eto*)t  as  may  be  appropriate/ 
needed  following  agency  policy  and  procedurest  In  order  to  exchange  Information/assist/increaas 
laiovledge  of  jnembers  of  organization  concern ing  foster  home  program* 

PEftFOltMAKCE  STANDARDS 

TRAINING  CONTENT 

s 

IffiSCSiPTlVKt 

PONCXIONALt 

c 

O 

4J 

*  Worker  is  helpful  to  organization, 

*  Information  voidcer  aharea  with  organization  is 
accuratet  oongplete  and  pertinent* 

: 

*  Communication  sicllls* 

*  How  to  select  pertinent  information* 

*  Organizational  techniques* 

*  Xhovledge  of  interpersonal  relationships* 

*  Ehovledge  of  princijples  and  praotioes  of  foster 
oare* 

f, 

p 

o 

IIUHUUlCALi 

SPECIFIC t 

Objective        Goal  1 

*  Attends  at  leaat  X  organization  meetings  each 
^ar* 

*  Attends  conference  villi  officers  at  least  X  times 
viiiiln  X  period  of  time*  ~ 

*  Over  X  period  of  timet  only  X  complaints  received 
from  members  of  organization  that  program 
materials/information  received  were  inadsguate* 

*  Knowledge  of  agency  policy  and  guidelines* 
'*    Knowledge  about  foster  bcnoe  program* 

*  Awareness  of  ocMimtunity  standards  and  attltudss* 

*  Awareness  of  cultural  and  eUmlo  grot^ 
patterns  as  related  to  the  community* 

*  Dhders tending  of  ethioal  oonsiderationa  in 
relation  to  utilization  of  information* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT  .  - 

1    Objective     1    Goal     |       Organizational  Unit  I 

Data   (  PeopLe    |  Things 

Data    1  People    |  Things 

1    Reas*    1  Math*     |  Lang* 

W.  F.  -  LEVEL 

W.  F.  -  ORIENrxnON 

INSTR*     !               G*  E*  D* 

TASK  HO. 

309i    1               1  ^ 

PA,G.  7 

GOALf 

CBJECTl/£r 

> 

i 

H 

fH 

* 

TASK:     Ebcplalns  to'/diBCuaeeB  with  family  the  decieion  to  dlecontlnite  footer  placeioents  in  their  )iome> 
encouragloff  them  to  express  feeliii^/opiniond  and  ask  queetions  in  order  to  prepare  family  for 
texmination  of  footer  home  placements  in  their  home  and  develop  a  mutual  understanding  of  the 
situation* 

PERFOKMANCE  STANDARDS 

I£SCBI7TIVKt 

*  Voricer^B  etatements  are  clear  azul  concise* 

*  Xofoniiation  ie  accurate^  complete  and  pertinent* 

HQMBRICALf 

\    Totter  family  ie  prepared  for  and  understands 
closure  of  foster  tiome  in  all  (10096)  instances* 

*  No  more  than  X  valid  coniplaixLte  received  within 
X  period  of  time  about  voxker* 

% 

TRAINING  COHTEOTf 

ITOICTIONALt 

^    Intexviewin^  ekllla  and  teohnlqiiee. 

*  Terl^al  and  non-verl^aX  comounlcation  skills* 

*  Khowled^  of  humao  "behavior*' 

*  Khowled^  of  motivational  theory  and  tech-- 
niquea*- 

*  Principles  of  counseling  and  guidance* 

^  *    Knowledge  of  agency  policy  and  guidelines* 

.    Awareness  of  community  standasrds  and  attitudes. 
,  *    Awareness  of  cultural  and  ethnic  grotq>  pat- 
terns  as  related  to  community* 
.    Ttoders tending  of  eliiical  considerations  in 

relation  to  utilization  o:i^  infomation* 
^    Sow  to  deal  with  hostilities* 

*  How  to  sustain  self^-contidenoe  in.  foster 
family- 

PERFORMfcNCE  STANDARDS                                                         TRAINING  CONTENT  .  . 

ERIC 


Data   t  PeoplA    1  Things 

Data     1  People    (  Things 

Roas.    1  Math.     |  Lang. 

W.  F.  *  LEVEL 

W*  F*  «  ORIENCAXION 

INSTR. 

C.  E.  D. 

TASK  NO. 

U     1        2       !  lA 

5 

U     1       1.-1  u 

PA.G.  11 

GOAL: 

06JECTI /E: 

TASK:   Talka  with/aisks  gueationa/liatens  to  reaponsea  of  foater  pa:tenta  at  time  of  rec^rtifioation  visit, 
encouxagiDe  foater  parenta  to  expreaa  feelings  and  aak  queationa,  ol^aervln^r/detexmining  if  chaneea 
have  oomirxed  during  past  yeax,  aucoess  or  fall^ire  of  placementa  and  Aether,  attitudes  have  ohanged, 
iislng  dlaeretion  ad  to  the  depth  of  l&e  reeertifieation  atudy^  in  order  to  ol^iain  Infoxinatlon  needed 
for  pxooeaalner  reoertlfioation* 

PERFOHMANCE  STAMQARDS 

TmNtNG  CONTENT 

> 

nit 

ISSCRIFSIVEs 

FUNCTiaNALs 

g 

Organizational  U 

*  Queations  are  asked  in  oleax  aiid  oonoiae  manner. 
.    Infoxmation  ol^taj^d  ia  ace\a;atet  eoniplete  and 

pertinent* 

.    All  pertinent  Infontation  ia  ol^tained. 

*  Conipleted  wii^iin  reasonable  length  of  time. 

.    Interv^iewlng  skills  and  techniquea* 
.    Verbal  and  n0n*verbal  eomimmication  skills. 
.    Hov  to  select  pertinent  information. 
.    How  to  ask  questions  in  clear  and  concise 
manner. 

*  Skill  in  intexpersonal  relatlons}ilps. 

*  Enovledge  of  principles  and  practices  of  foster 

,  caM. 

H 

s 

3 

. 

NUHSICAIis 

Objective    |  Goal 

.    All  needed  information  ia  obtaimd  in  at  least 

9^  of  instances* 
.    Ho  more  than  X  valid  ccmplainlE  received  witiiin 

X  month  period  about  voiker* 
.    Secertl^flcation  proceaa  Is  to  be  completed  at 

least  7  days  prior  to  expiration  in  at  least  9 

Out  of  10  cases. 

.    Knowledge  of  agracy  policy  and  guidelines. 

;    Knowledge  of  certification  req\dxements. 

.    Avaxensss  of  community  standards  and  attitudes^* 

PERFORMANCE  STANDARDS 

'  TRAINING  OOHTEMT  :. 

ERIC 


Data   I  People    1  Things 

Data    !  People    [  Things 

Reas*    1  Math*     |  Lang* 

W.  F.  -  LEVEL 

V,  F.  -  ORIEfflAnON 

INSTR. 

G*  E*  0* 

TASK  MO* 

3B   {      lA      1  lA 

809fi    1       596     1  1556 

3 

3       1.1-1  3 

PA.G.  X2 

goal: 

OBJECTl/Ct 

TASK:    Frepaxes/codrdlnates  materials  for  periodic  mailing  to  foster  parents^  aa  necessary /appTopriatef  in 
order  to  apprise  foster  parents  of  new  information/policies  of  interest  to  them* 

PEItFOfiMANCE  STANDARDS 

TRAINING  CONTENT 

Objective    1    Goal     ]       Organizational  Unit 

MiSGRIPJIVJj:  ' 

*  ^afoxuation  is  acctirate^  complete  and  pertinent* 

*  Distribution  is  cOT^leted  within  reasonable  length 
of  time* 

NOHEBICAL: 

■ 

*  Poster  parents  agn^rised  of  new  infomation/poli<^ 
vllAiin  X  worlclng  days* 

*  Hailing' aiade  to  foster  parents  at  least  twice  a 
year* 

PDNCaJIoiaAlt: 

*  \teitten  communication  skills,  (includlqg  granoiar 
and  punctuation)* 

*  How  to  select  pertinent  information* 
.*    How  to  organls^e  information* 

'  *    How  to  prepare  materials  for'  mailing* 

SPECIFIC: 

*  Knowledge  of  agency  policy  and  goidelines* 

*  ^lowledge  of  agency  axid  comnnmiV  resouzoes* 

> 

% 

PERFOmNCE  STANDARDS 

MRAINIMG  OONXENT  -. 

ERIC 


Data  i  People    1  Things 
W.  F.  -  LEVEL 


Data    I  People    \  Things 


W,  F.  -  ORIESIATIOH 
3^    \     6(M     \  ^ 


GOALl 


\    Reas.    I   Math.      I    Lang.  ~ 


INSTR. 


6. 


I 


I 


i:ask  no. 


OBJECTI/Er 


TASK:   Lectuxes/dlsciiBBes/answers  gxtestlons  at  Indlvldtial/grotqp  eesslons  vitb  applicants  Tor  roster-hODoe 
licenaes>  explainlBg  the  purpose  of  Foster  Caxe;  l^e  role  of  the  foster  paxent/tbe  social  vorker/ 
natural  pa£ents>  etc*  f  depeurbnental  expeotationsf  and  eupplementaxx  services^  ej^andlng  and  si^le- 
mentin^  as  liie  groij^  interest  dictates  in  order  to  increase  liie  loiderstandinff  of  potential  foster 
parents  of  Ibelx  roles  and  xesjoonslbilltles  If  a  license  Is  ffcanted* 


PERFORMAMCE  STANDARDS 


TIBgffftTTypiVEt 


f= 
o 


g 


5 


> 


o 
o 

o 


Lecture  Is  interesti]i^>  'to-the-point>  acoiirate> 
and  at        appropriate  Terlial  level  of  the  group* 
SlecuBslcms  are  f^cahk>  forthrlflfrt  and  deal  vitb 
the  attbject  at  hand. 

Qjoeations  axe  answered  clearly^  liased  -upon  manual 
or  agencqr  approved  handbooks. 
Voricer  is  alert  to  evidence  of  oonfuslon>  aiaunder- 
atandingf* 


KlWEHICALi 

*  In  X  timet  fewer  liian  X  nimber  of  complaints  ttOBt 
]^tentlal  foeter  paseents  that  tb«y  had  trouble 
undarstandintr  vorScer* 

*  In  X  time^  eupervisQr  notes  fewer  llian  X  nuniber 
ofinatanoee  when  woricer  Sivee  information  contrary 
to  depaximental  policy* 


TRAINING  CONTENT 


PCNCTIOHAL: 


*  Bow  to  speak  oleax'Iy>  definitively* 

*  How  to  function  in  one-to*-one>  and  email  group 
settings* 

^    How  to  inrpart.  Information  logically  and  to 
scale  language  to  *tbe  level  of  the  grot:^* 

*  How  to  assess, whether  or  not  the  group  has  been 
confused  or  misled  by  the  presentations  . 

*  Knowledge  of  principles  and  practices  of  foster 
caxe* 

-SEBCIPICt 

,    Agency  policy/rules  of  Foster  Care* 

;    Departmental  phlloeoplay.  . 

*  Background^  expectations  of  the  group* 

*  Knowledge  of  applicable  secjtrion^s)  of  the 
manual^  approved  handbooks* 


to 

H 


11 

o 


PERFORKMKE  STANOARDS 


TRAINING  CONTENT 


ERIC 


Data   j  People    I  Things 


Data    I  People    \  Things 


ReAS.    I  Math.     |  tang. 


W.  F.  -  tEVEt 


1 


W.  F.  -  OmEillATIOM 

M  i    iSi  1 — W 


INSTR. 


G.  E.  D. 


TASK  HO. 


I 


PA.G.  14 


GOAL: 


OBJECTI/Ei 


lASK:    £roYlde8  new/proepectlve  foeter  parents  ^th  namee/addxeeeed  of  several  peraons  -^o  axe  foeter 

P«kxents^  encouraging  them  to  contact  one  or  iDore  of  ttaeee  foeter  parente^  in  order  to  increaae  new/ 
proepectlve  foeter  parente*  Tinderatanding  of  ttae  foster  home  program* 


o 


«5 

n 
o 

C 

ts 

o 


> 

o 
o 


PERFORMANCE  STMiDAltDS 


[VBl 


¥ox)Eer*8  statementa  are  olear  and  oanclee* 
Information  ie  accurate^  comiilete  and  pertinent* 


HCHEBICiL: 

•   Kew/proepeotive  foeter  parente  oontaot  existing 
foster  paxente  in  at  leaat  X  out  of  X  inatancee* 


TRAIMlNC  COWTEWT 


POMCMOMAL: 


«    CcHnmmioation  ekille* 

*  How  to  select  peraon0"to  be  contacted* 
4    How  to  motivate  people* 

SBBGIPIC: 

*  Knowledge  of  aeency  policy  and  guidelines 
4    Ciowledge  of  foster  home  pxogram* 

*  Wiexe  and  how  to  obtain  list  of  iiamee  and 
addresses  of  aoaiw^t' persons* 


I 

2 


PERPOBMMICE  STAMDMtPS 


TRAINING  OONTKNT 


1    Objective    |    Goal     ]       Organizational  Unit  1 

Data   (  People    |  Things 

Data     1  People    [  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENtAHOK 

IHSTR. 

G.  E.  D. 

TASK  NO. 

3B     \     2         j  lA 

U 

U      1      .3,    I      U  _ 

PA.G.  15 

G0AL3 

OBJECTl/Ea 

> 

M 
< 

TASK:    Contacts  ajopUcant/family/other  public  a{penciea»  as  necessaxy^  usinff  personal  knowledge  of  i^oxmation 

agency  policy  and  guidelines^  in  order  to  initiate/follow  up  neoessazy  paperwork  and  expedite  ocsiple* 
tion  of  background  study/decision  on  application  for  foster  home  license. 

££RFORHAKCE  STANDARDS 

XC3CBIPCIVE: 

•  Voter's  statenaents  axe  clear  and  concise. 

•  Information  obtained  Is  accurate^  con^lete  and 
pertinent. 

.    All  needed  information  is  obtained. 

.    Study  completed  vlidiln  reasonable  length  of  time. 

NnHESICAL; 
■ 

.    All  needed  contacts  i&ade  and  information  obtainad 

in  at  least  9^  of  inatances. 
.    No  more  liian  X  valid  coagplaints  received  within 

I  period  of  time  aljout  woitor. 
.    Study  is  conipleted  and  decision  made  vl-Qiin  X 

days  of  receipt  of  application. 

* 

TRAIKING  CONTENT 

FONC^naHAL: 

.    Ccummnication  skills.  * 
.    How  to  select  pertinent  Information. 
.    How  tc  organize  information. 

SEBOIPIC: 

.    Knuovledge  of  agency  po^J^cy  and  guidelines. 
.    Knowledge  of  otiiex  a^&ncies  in  community. 
«    Knowledge  of  foster  hoflie  program. 
.    EAowledge  of  information  required  to  con^lete 
application/facilitate  back^pTOund  study. 

i            ■  * 

PERFORMMICB  STANDARDS                                                         '  TRAIHIHG  CONTENT  ■    .  . 

1  T-^ir.;^:    {     Data    j  ?aojl2    \  rninc.s 

i  Math.     \  Lans. 

I 

! 

i  ' 

-  LEVEL           1              F.  -  0RIE>JTATION 

INSTR.  ! 

G.  E.  D. 

t    T '  C ■  '** 

U        j      lA        1      90               5  5 

4         i  4 

1  4 

jPA.G.  16 

1  GC-X:. 

OBJECTIVE: 

to 


I  I 


TASK:   Evaluates  the  results  of  home  studies,  follow-up  visits,  counseling  «ft6sions  with  applicants  for 

foster  home  licenses.  Including  character  and  life  style  evaluation  based  on  visits  with  collateral 
sources  and/ or  references,  relying  on  own  knowledge  of '  State  licensing  requlremtns  for  foster  homes, 
and  agency  guidelines.  In  order  to  recotamend  final  action  on  application  by  the  licensing  auttnrlty. 


PERFOSMANCE  SmaPtARDS 


iOESCRIPirVE;' 


t  =i  • 

i:!* 


Recocnmendations  are  cleady  stated* 
Evaluations  are  thorough^  objective^  sensitive* 
Basis  for  character/ life  style  evaluation  clearly 
stated* 


^r-NUMEBICAL; 


^  1 


In  X  time^  at  least  ^  of  reconMnendat ions  are 
upheld  by  supervisor  in  independent  review* 
In  X  time^  fewer  than  X  number  of  applications  are 
returned  by  licensing  authority  because  of  lack  of 
clarity^  recoatnendations  inconsistent  with  State 
requirements^  etc* 


!5 


TRAINING  CONTENT 


TUNCTIOKAL: 


PERFORMANCE  STANDARDS 


TRAIKING  CONTEST 


*  How  to  evaluate  prospective  foster  hootes  for 
.  specified  criteria* 

^    How  to  evaluate  the  results  of  home  visits^ 
counseling  or  other  services* 

*  How  to  establish  character  oc  life  style  traits* 
^    How  to  make  formal  evaluations/recooHiendations* 

*  Knowledge  of  principles  of  Foster  Care* 

SPECIFIC; 

*  Awareness  of  the  Social  Service  Model* 

*  Knowledge  of  format^  content  of  evaluation* 

*  How»  on  what  baais^  the  decision  is  made* 

*  Knowledge  of  agency  S*0*K  for  recomnendations 
in  foster  care  license  applications* 


> 
-I 


er|c 


CO 


.T     7*  ^ 

-J*.  J.  i  V-H 

1  -■  > 

i     3B    !      lA      i  lA 
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1  1596 
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i  PA.G.  17 

i 

\ 
\ 
1 

OBJECTIVE; 

J 
1 

4 

,  i 

i 

i  c 

r  5: 
;  o 
■■^  [ 
J  ^1 

\ 

rat 


\ 


I  i 

ii 


r*SK:   Dictates  findingg  of  xecertifioation  visit  to  foster  homef  noting  changes  fisom  initial/previoiis 

visits/reports^  as  veil  as  concluBiona  reached/reccKmneiidatiDna  concerning  recertification^  followiiog 
agency  S^O.F.  and  iising  personal  Imovled^  of  the  reqtiirements  for  certifioation/recertification  of 
foster  homeSf  in  order  to  record/submit  results  of  recertification  visit  to  state  office  for  reviev 
and  necessarjr  action. 


IffiSCatlPnVE: 


VoxScer*s  statements  are  clear  axid  oonciae* 
Information  is  accurate^  coinplete  and  pertinent. 
Ill  pertinent  information  is  included  in  report. 
Covpleted  within  reasonable  length  of  tiine. 


!  NTOffiaiCAlt 


Findings  of  recertification  are  recorded  In  at 
least  ^  of  instances. 

No  more  than  X  valid  complaints  received  viiMn 
X  period  of  time  about  findings, 
findings  recorded  within  X  woidcing  days  after 
date  recertification  is  recoranended. 


TRAINING  co:3Te:;t 


FinSCTIOIUL: 


.    Written  cOTmnmioation  skills  (including  basic 

grammar  and  punctuation). 
.    How  to  select  pertinent  information. 
.    Hov  to  organize  information. 
•    How  to  use  dlctatixig  eqtiipment. 
.    Knowledge  of  principles  and  practices  of  foster 

caxe. 

SIECIErC: 

«  Xhovledge  of  agency  policy  and  guidelines. 
.    Kiovledge  of  foster  home  certification  and 

recertification  reqtiirementa. 
^    Khovledge  of  format/content  of  reports/records. 
.    Awareness  of  community  standards  and  attitudes. 


;  < 


I  : 

!  I 


PERFORMANCE  STANDARDS 


ERIC 


'nr. 


n^s    i     Dara    j  PscpZa    t  Things  ' 


LEVEL 


lA 


U 


Y Roas ,    }  Math .     i  Lanz. 


OaiE?:?ATIOiI 


1  X,-i::*x  ,»-J- 


sr. 


i  ■  15% 


jPA.G.  18 


OBJECTIVE ; 


I 


i  I 


Enters  name/address/ information  pertinent  to  the  task  of  matching  foster  child  with  foster  home  in 
registration  file,  basing  entries  on  training  and  experience  in  identifying  uaeful  categories  as  well 
as  known  preferences  of  specific  foster  parents,  drawing  information  from  application  form  and  previou; 
home  visits/contactdt  in  order  to  record  information  about  foster  childrra/ foster  parents  for  future 
reference  when  selecting  appropriate  foster  homes  for  clients* 


TRAIHIKG  COOTENT 


DESCRIPTIVE  t 


i,::;<nuMERicAi.t 


Entries  are  neat,  legible* 

Information  i;^corded  accurately;  reflects  worker 
understanding  of  the  foster  home* 
Preferences  of  the  foster  parents  are  clearly 
stated* 


In  X  time,  fewer  than  X  number  of  complaints  from 
co-workers  using  the  i^gistration  card»  that  entries 
were  vague/inappropriate* 

In  X  time,!  fewer  than  X  nuniber  of  errors  made  in 
recording  name/addre8s7other  pertinent  information* 


FUMCTIONAL; 


*  How  to  transcribe  data  in  specific  format* 

*  How  to  identify  information  >Aiich  will  be  useful 
later  in  matching  child  and  foster  home* 

*  How  to.  express  self  clearly  in  writing* 

SPECIFIC: 

*  Foster  parent's  name/ address/background* 

*  Agency  rei]uired  entries  about  foster  parent* 

*  Where  registration  file  is  located-and  its  use* 

*  Where  information  to  be  entered  is  foun^* 
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PERFOR>IANCE  STANdARDS 


TRAINING  CONTENT 


ERIC 
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W.  F.  -  ORIENTAllON 

INSTR.      1                 G.  E.  D. 
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PA  n  14 

GOAL; 

OBJECTIVE; 

TASK:  Si;plaiii8  to/axiBvers  questions  of  foeter  Parent  appllcaxxtB  about  footer  hoine  program,  prcxvldixie 
an  cxvervlev  of  proffram  and  agency  poller^  exiooura^ing  them  to  express  themselvee  freely  and 
aak  qjUAstlons,  In  order  to  inform  applicants  for  foster  home  certification  about  program 
and  assure  tbelr  junderstanding  of  foster  parents*  role  and  responsibility  in  agency  program* 

i 

FERPOKMANCE  STAin>ARDS 

TRAINING  CONTENT 

4J 

DESCHIPTIVEi 

ITOICTIONALj 

G 

:d 
td 
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4J 
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*  Voxker's  etatemsnte  are  clear  and  concise* 

*  £:ifomiatl<m  Is  accurate,  complete  and 
pertinent* 

* 
* 
* 

* 

verDai  conMinini  cavion  aici.i.  le* 
How  to  eelect  pertixient  infcmoatlon* 
Ehowledge  of  principles  and  practices  of 
foater  care* 

fibv  to  organi^ze  information  and  presentation* 

to 

»^ 

O 

HOHE&ICALl 

Objective    |  Coal 

*  Accurate  and  coii^lete  e^pplanatlon  made  in 
at  least  959^  of  Instances* 

*  Ho  more  than  X  valid  coii^latnl3  received 
within  X  month  period  about  vo:dcer* 

* 
* 
* 

Ehowledge  of  agency  policy  and  guidelines* 
Siowledge  of  foster  home  program; 
Awareness  of  coniiiunity  standards  and^ 
attitudes* 

PERFOBMAHCE  STANDARDS 

TRAINING  CONTENT 

Data   I  People    )  Thingj; 


W.  F.  -  tKVEh 


Data     I  People    j  Things 


W.  F.  -  ORIENTA'nOH 


1]    Rcns.  nr  Math.      f  Lnn^. 
G.  D, 


TASK  r^io. 


T 


PA.G.  20 


GOAL; 


objective: 


task:   falke  with/asdcB  queetions/llBteBS  to  re^onses  of  chlld(ren)  during  follow-up  viait 
after  placement  in  footer  hoae*  exploriiis  feellnss/reactiona/anxletieat  enoouragiuff 
queetiona/ooBnetitat  "^^^e  suggeationa  in  accordance  with  aAency  policy  and  ^^delinea 
aa  appropriate*  in  c^er  to  aaaiat  child(reu)  in  tranaition/ddjuatment  to  foater  home* 
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DIESCSRIPTIVEt 

*  Vo3dcer*a  manner  ia  aenaitive  and 
undwatandtng* 

*  Vo3dcer*a  ataten^ta  are  clear  and  oonciae* 

*  (Rations  are  aaked  in  clear  and  conclae 


Matena  attentirely  to  xesEponeea* 


KUMffilCAL: 

*  Vo3dcer  off  era  aaaiatanoe  to  child  in 
making  tranaiticii/adJuatDent  to  foater 
hone  in  all  (iOOfb)  caaea* 

*  Ho  aore  tiian  Z  nlld  coqplalnta  raoei^d 
within  X  period  of  tine  about  vozker^a 

r/attitude* 


TRAIWIKG  COKTEWT 


t    Ijitervlewlns  akllla  aaod  teohnlquea* 

*  Terbal  and  non-verbal  coniiiiinicaticn  ekilla* 

*  Bow  to  aek  queationa  in  clear  and*  ooQOlae 
loanner,  ' 

*  Koowled^  of  child  pflycho-aoolal  and 
pmrcho^tor  dervelopment* 

*  £aotfled£e  of  emotional  diaturhancea  in 
children* 

*  Xiiowled^  of  iDotlTational  l^eory  and 
techniquea* 

,    Erinciplea  of  counaelir^  and  gaidanoe* 

3PBCIPIC: 

,  Iitcvledfie  of  agency  policy  and  goidellnaa* 
,   Ibideratandlng  of  ethical  conaidarationa  in 

relation  to  utilization  of  inf ozmation« 
,    Bov  to  brii^  out  and  deal  uliii  feelinga* 

reaotiona  and  anxietiea* 
«   fiuwledge  of  i>ack^round/problema  of  specifio 

child* 


f  ERFORMMiCE  STANDARDS 


TRAINING  CONTENT 


Data'  \  Pcoj)lt;    |  Thinj?.? 


W.  F.  -  LEVEL 


1~T 


Data  ]  Poupio-  [  Thln/;s 


W.  F.  -  ORIENTATION 
$$%     I     m      \  ^ 


IKSTR. 


C.  E.  D. 


I 


I      ft        ~!  PA.G.  21 


GOAL: 


OBJECTIVE: 


TASK: 


Coordlxiaies 
\iho  is  axriirlng 
duriiifi^  placaoent 

in  oare  facHl^f 


pla  o«iiient 


of  chlld(rea)  in  fostei/Bheltei/ffroup  houtet  advlsiiiff  about  child 
(age»  c<mditicHi»  6tct)»  making  acrangemeate  for  neede  of  child(ren) 
(transportationt  medical  care  and  datat  clothing  need8»  etc*)t 
policy  BniL  guidelin60»  in  ord^  to  facilitate  placanent  of  child(ren) 
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PEKFClBlttHCE  STANDARDS 


lESCHIPPIVEi 


atabeaeats 


Infoimation 
pertinent* 
ArroiigenMnts 
organized* 


are  clear  and  cbnciee* 
a  accurate »  complete  and 


period  of  tljie 


are  suitable  and  well- 
coo^leted  vithin  reaeonaixLe 


TRAINING  CONTENT 

gPHcnomLt 

*  Commanioation  ekilla* 

•  Ebw  to  select  pertineat  information* 

.    How  to  made  arrangements  to  meet  the  needs 

of  children  during  placement* 


ITOMBRICALi 
•  SatiaTactoxy 
are  made  in 


arrangeoenta  for  placonent 
111  C^OOji)  oases. 


SEBCIFIC; 

•  Showledge  of  agency  policy  and  guid^ines* 

*  Knowledge  of  agenoy  and  connmmity  resottrees* 


PERFC  KMAHCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data   l  yJople     j  HiinfjS 


1A 


1A 


Data    rPeoplo    |  Things 
W,  F    -  ORIE^'TATIO^f 


C*  E*  D* 


rjL. 


PA.G.  22 


COAJ*; 


OBJECTIVE; 


T  AS  K  *  / 

'  Exaaines/evaluates  the  results  of  a  p(re-placement  vialt^  consid^iiifir  initial  reactions^  child's 
reacticma  to  -tSie  vlait  and  the  foster  family's  cosBnents  and  reactions  Iel  order  to  decide  if  the 
child  should  be  placed  in  the  particular  foster  home* 
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PERFORMmCE  STAITOARPS 
lESCRIPTXVlgi 

*  Vodcer  carefully  euminefi  all  pertinent 
feedback  xsceived  from  the  pre-placement 
visit. 

t.  Unker  doea  not  consider  placoaent  if 
any  peraonallty  conflicts  are  detected* 

*  ¥oricer  det«niilnes  the  best  placemaat  for 
the  child* 

HUMKHICALt 

*  liess  than  ^  of  placements^  in  X  tiiDe^ 
axe  imsuccessAil  because  woxkerlfalled 
to  xeooffilM  areas  of  possible  conflict 
f^on  f eedbadc,  as  detexolned  by  supravlsor* 
Supervisor  agrees  with  ]^  of  the  place- 
in  X  tine* 


TRAINING  COSTENT 

FOMCTIOWAL; 

«    How  to  detect  areas  of  conflict  from 

feedback  received  from  pre^placemeat 
visit* 

*   Qaw  to  interpret  feedback  from  pre-* 
placeroent  visit* 


SPECIPICl 

*  Xhowled^  of  each  case* 

*  Personalities  of  child  *  foster  home 
situation* 

*  Goals  of  placcanent* 

*  Bow  task  contj^butes  to  the  agency 
objectives* 

*  Agency  x^lio^reeponsiblllties  for 

Foster  Care* 

*  Knowledge  of  Social  Service  laodel* 


PERFORMANCE  SXAMDARDS 


TRAINIHG  COHtENT 


F,  *  LEVI-L 
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F,  *  ORIEWTATION 


GOAL; 


T 


PA,G,  23 


OJUECTIVE; 


TASK:  Evaluates  the  gp^vth  potential  of  child  (loentally/physically/einotionally/academica  in 

relation  to  needs  of  the  child  and  the  ability  of  various  living  ^vironni^ts  to  sttnulate  or 
encourage  such  grovth,  and  agency  policy/responsi'bilities  for  foster  caace,  specifying  living 
airangenentSj  parental  involvement,  goalst  etc*  in  order  to  develop  a  oasework  plan  to  ineet 
,  detemined  needs  of  tho  child* 
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PERFORMANCE  STANDARDS 
DBgCRIPTIVEt 

*  S^teucture  for  child's  life  Is  realistic, 
objective,  practical* 

*  Natural  hoane  is  given  strong  coaisideraticm 
as  the  best  enviranment,  but  other 
environmeiits  also  considered* 

*  ^stSf  professional  advicet  behavior 
records,  etc*  are  all  nured  aa  available 
or  practlcalf  in  addition  to  voider*  s 
jud^nent  based  aa  training  and  experience* 

*  In  X  tijset  fewer  than  X  number  of  cases 
idiare  etructure  planneST  for  child  does 
not  prove  practical* 

*  Reviev  of  case  by  supeirvisor  results  in 
rejection  of  structure  as  arbitrary  or 
inqpractical  less  than  3^  of  time* 


TRAINING  CONTENT 

gONCTIOMALt 

*  How  home  envircmments  help  develop  the 
potential  of  the  child* 

*  Hbv  a  child  functions  in  a  variety  of 
living  situations* 

*  How  to  develop  a  structure  or  plan  to 
meet  determined  needs  of  child* 

*  How  to  integrate  the  results  of  tests/ 
consultations/etc*  into  a  casework  plan* 


SPECIFIC  t 

*  Agency  policy  and  responsibilities  in 
Foster  Care* 

*  Besou3Xes  available* 

*  Background  of  chUi/tami^yw 

*  Options  available* 

*  Ehowledge  of  the  Social  Service  model* 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


Data   1  Pcyple     i  Tivlnf-.i; 

Data  ~1  People    I  Things 

1     Rcas.     1    M.nth.      |  I.r.nc,. 

■ 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.                     G.  E.  D. 

TASK  l.^>. 
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PA.G.  24 

COAL: 

OBJECTIVE : 

TASK; 


OO 
O 


o 


O 
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Assesses  emotional  stabiXi^  and  utaturX^  of  child  in  the  context  of  ohild^s  overall  life 
situation^  ^ased  on  case  records^  personal  observation  of  chlld^  training  and  experienoe^ 
obtaining  professional  opinion  vhen  necessary  or  possible  in  order  to  decide  vtiether  or 
not  additicmal  peychologloal  testinf/treatment  is  needed* 


PERFORMANCE  STANDARDS 
DESCRIPTIVEt 

*  Voiker  is  careful  to  lijDit  his  assesemant 
to  capabilities  justified  by  training 
and  axparlenoe* 

*  Vbidcer  carefully  relates  child's  behavior 
pattexna  to  his  life  eituation* 

,    Ptefessiooal  aaaiatanoe  is  obtained  vhen* 
6Ter  doubt  ia  atgnificant  and  assistance 
is  available* 

JIUMgHIOALr 

*  111  X  time»  at  least       of  the  children 
ref^cred  for  peyohologlcal  training/ 
treatment  are  considered      the  professional 
peyohologlat  to  be  in  need  of  testing 
treatnient* 

*  3ii  X  tima^  review  of  wtxcker's  caseload 
rav^alB  fewer  than  X  nuiniber  of  children 
tiiat  supervisor  feels  need  peyohologlcal 
testin^^ traatment* 


TRAINING  CONTENT 

:gTOJCa?IOMALi 

*  How  to  evaluate  emotional  growth  In  terma 
of  total  life  situation* 

*  Knowledge  of  p^cfaologlcal  testing  practices/ 
tezsnlnology  of  the  social  woi^  process* 

*  Knowledge  of  human  growth  and  development* 


SPEOIFIOt 

,    knowledge  of  the  Social  Service  Hbdel* 

*  Agmcy  solioy/resouroea  for  peychologioal 
testing treatmmt* 

*  Professional  assistance  available  for 
consultation* 

*  Usefulness  of  test  results  to  casewoi^* 


PERFORMANCE  STANDARDS 


TRAINING  aJHTENT 


Data   f  rcoplo     |  'fUings    j     Data     |  People    [  Things  " 

W.  F.  -  LRVEL                    W.  F.   -  ORIENTAITON 

INSTR^                           E,  D^ 
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PA.G.  25 

COM.; 

OBJECTIVE! 

TASK* 

Otserves/evaltiates  the  inteacwperflQnal  relationships/corapatibility/conflicl/etc*  between  child 
and  foster  parent  during  l^e  first  mlnutss  of  pre-plao^meat  and  again  during  l^e  final  minutes 
of  the  placement  visits  inlying  knowledge  of  agency  policy  on  Foster  Caire  plac^nent^  in  order 
to  record  this  data  as  a  factor  in  Hxe  placeioent  decision* 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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*  Placement  decisions  are  based  on  obj active^ 
obfiervatlcn^  which  d^nonstrates  ixualght* 

*  Confliota  are  6xplored»not  singly  accepted 
at^face  value* 

*  Voxksr  alloua  cdiild  and  foster  family 
opportunity  to  interact  without  ths 
wodcer^s  presenoe^oveml^t  Or  over  d 
wecilcendf  if  posslbls* 

FDNCTIO(N[ALt 

*  How  to  observe  the  interwoiScings  of  personal 
relationships* 

*  How  to  discover/senss  personal  conflicts* 

*  Xhowlsdge  of  non-verbal  oonEOunioation* 
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SUHERICALi 

*  In  X  tijne^  feww  than  X  nusober  of 
placeoenta  finally  madT  fall  because  of 
intexpereonal  oonfliots* 

*  In  X  tinef  fewer  than  X  placements  are 
made  without  at  least  one  oreinl^t  or 
weScenA  pre-placemoit  visit* 

SPECIFIC: 

*  Background  of  ohll^fostsr  parents* 

*  Available  options* 

*  Purpose  of  pre-plaoement* 

*  Agea<^  policy  on  Foster  Care  placement* 

1 

PERFORHMICE  STANDMIDS 

TRAINING  CONTENT 

to 


t 

Dsra  J  Pooplci     1  TUins?;     (     r^aCa     [  Poo.>X:s     [  Things     )  j 

!    R;;ari.    (   >'.ach.      j  LonS. 

f" 

1  1 
1 

M     p     ^  T  r'irf                t           'J            *•  riTlTr^'TATTO^I 

G.  E.  D.                      j  TAS.<  MO.  ' 

I.              1           1       ].         I  PA.G.  26 

GOAL; 

OBJECTIVE: 

TASK;  EDcamines/evaliiates  the  emotional  climate/atmospkere  in  the  natixral  home  of  a  former  foster  child^ 
interactiii£  with  and  aseessinff  relationships  between  family  members^  physical  conditions  existing 
in  home  and  reviewing  progress  of  parents  toward  established  ^als»  in  order  to  determine  whether  to 
texminate  service/recommend  further  foster  care  for  child/provide  continuing  or  additional  service 
to  child  in  natural  home* 

PERFORMANCE  STANDARDS 

TRAINING  COKTENT 

IKSCBIFCIVE: 

FDNCTIOHALi 
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*  Evaluation  of  the  natural  hc^  environment/ 
personal  relationships  is  professional* 
objective* 

*  Beeomaendations  for  disposition  of  case  are  veil 
thou^t  out* 

*  IDecisions  are  not  arbitrary^  but  based  on 

*    How  to  evaluate  home  environments  (parental » 

sibling  relationships)* 
.    How  to  evaluate  progress  of  individuals » 

families  toward  established  goals* 

How  to  make  decisions  based  on  client  needs/ 

agency  objectives* 

4  t 

O' 

r 

NUMERICAL: 

SEElCIFICf 

Objective     |    Goal  ( 

,    In  X  time^  fewer  than  X  deoisiona  to  r^ova 
chiTd  from  natural  home  are  not  supported  by 
supervisor/courts* 

*    In  X  time»  fewer  than  X  number  of  complaints 
from  natural  parents  that'vork»r  made  bid' 
decision  raahly^  unfairly^  arbitrarily* 

*  Avarensas  of  social  service  model. 

*  Specific  attitudeAackground  of  child  and 
parents*  * 

*  Availability  of  alternative  social  services* 

*  Igency/oourt  poticies  cm  fonrter  oaro. 

PERFORMANCE  STANDARDS 

TRAHJINC  CONTENT 

lERlC 


h\        -  LEVEL 
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PA.G.  27 


I  GOAL: 


OBJECTIVE: 


TASK:  Examines/evaluates  foster  adiilt  client's  needs  in  relation  to  foster  homes  available  for  plae^ent 
usin^^a  knovled^  of  the  olient*B  special  interests  and  the  foster  family*8  activities^  habi^ 
and  expectations  in  order  to  select  a  foster  home  suitable  for  preplacement  visit. 
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PERFORMANCE  STANDARDS 
IffiSCatlPTIVEi 

»    Selection  ie  based  on  an  objective  evaluation 
of  both  the  cli^t^s  and  family^s  interests 
and  needs. 

Selection  is  made  in  a  reasonable  aJDOunt  of 
time. 

.  homes  selected  for  ixxreplaoement  over  X 
period  of  time  axe  suitable  for  permanent 
placement* 

»    ITo  instances  arise  ^ere  client  is  placed  in 
a  home  a^painst  his  will. 


TRAINING  CONTENT 


FQHQglOMAIii 


Ciovledge  of  social  casework  principles. 

How  to  make  an  objective  decision  and  evaluate 

facts. 

JShowledge  of  principle  of  adult  foster  care. 


SEECIEICi 

.    Client's  neede»  interests^  hobbies^  etc. 
.    Poster  family^s  activities^  habits^ 

expectations^  etc. 
*    Purpose  of  the  po^eplacement  visit. 
.    Purpose^  goals ^  objectives  of  the  Adult  ibster 

Care 


ii 


PERTOBHANCE  STANDARDS 


TRAINING  CONTENT 


lA 


OBJECTIV!:: 


1  : 


Talks  to/suggests/dlsousses  with  foster  parents  and  natmral  parents  suitable  visitation  schedules, 

aJbiding  by  ^ncy  S.O*P*  and  xeoognising  the  interpersonal  dynamics  operating?  at  liaat  tijne>  in 

order  to,  arrange  for  a  urutually  convenient  schedule  for  Hie  natural  parents  to  visit  the  foster 
hosae. 
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PEP.FCRMANCZ  STAlv^ARDS 


lESCaiPTIVE; 

*  Worker  cooperates  with  persons  involved. 

.    A  matually'  oonvenient  arrangpement  for  both  sets 
"  of  parents  ia  reached* 

*  Vozl^r  stresses  the  importance  of  ccHDpliance 
with  the  visitation  schedule  by  both  natural  and 
foster  parents. 

HnMBBICAL; 

*  In  X  time^  l§i  of  prearranged  visits  are  made* 

.    P^ver  than  X  coiiq;»laints  in  X  time  about  woi^er 
failing  to  consider  both  sides* 


*  How  to  communicate  effectively. 
-   How  to  mal^  appointments* 


>1 


!5i 


SPECIPIO;  s 

.    Ciowledgie  of  both  parties  involved*  f 
.    Khowledgie  of  agency  S*O.P*  for  natural  parents'* 
visit  to  foster  homes.  \ 
*    How  the  task  oontributes  to  the  overall  agenoy  j 
Db;}ective  (how  it  relates  to  tiie  social  \ 
service  model)*  j 


PERFORMA.KCE  STANDAE  S 


ERLC 


Talks  to,  discusses  with,  answers  questions  of  foster  chiXd^  foster  parents,  and  natural  parents 
about  the  child's  retusm  to  natural  home,  vorkin^  out  the  details  of  vhen  and  under  yh&t  conditions, 
attenipting  to  eliminate  doubts  or  reservations,  in  order  to  prepare  each  of  these  persons  for  the 
child's  retusm  to  the  natural  home. 
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■   PERFOt^IflNCE  STANDARDS 

HBSCRXPEtVEt 

.    Voxker  is  sensitive  to  indioations  of  doubt, 

reservationflt,  uncertainty. 
.  *Cach  person  Is  oonsulted  individually  •  vorlcer^B 

conversation  is  to  the  point,  clear,  ooncise. 
.    Thrust  of  discussion  is  toward  iinproving 

potential  for  the  child's  suooessful  retusm  to  the 

natural  hoi&e* 

.   How  to  discuss  an  esiotionally  laden  situation 

to  produce  maximum  olarlflcation* 
.    How  to  respond  appropriately  to  questions. 
.    How  to  plan  effectively  wl1^  several  people 

who  have  different  e^eotations. 
.    How  to  reoognlse  doubts^  reservations* 

NUMBBXCALi 

la  X  timet  fever  Hbaxi  X  number  of  ccxsplaints  that 
MfQjSax  was  abn^tf  oonfuainff. 
In  X  tiiDSf  fewer  12tan  X  number  of  children  axe 
returned  to  the  natural  hxxne  without  conferenoes 
with  each  parly. 


Background  of  ohild^  natural  patent^  foster 
parent. 

Jigency  policy  on  foster  oaro. 
Options  available. 

Caowledge  of  Hie  Social  Services  model. 
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PFRFORM&KCE  STAKDAK  S 
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PA.G.  30 


OBJECTIVE: 


TASK;  Uaiks  vith/listens  to  resjionses  of  foster  parents  concerning  child's  return  to  natural  home, 

discixssin^  Ibster  Car©  policies,  the  natural  home/situation  of  the  child,  and  the  foster  parents 
emotional  attachment /relationship  with  child,  in  order  to  prepare  the  foster  parents  for  the 
child's  departitre. 


c 

to 

o 


o 
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FERFGBMANCE  STAKOARDS 


DCSCRIPXIVi:: 


Worker  is  firm,  hut  considerate  and 
empathetio  toward  foster  parents. 
Vorker*e  diseussicm  of  Foster  Care  jiolieiGS 
are  accurate  and  relate  specifically  to 
individual  cases. 

Vcrker  is  perceptive  and  sensitive  to  foster 
parents'  relationship  with  child. 


KUMKRICALi 


In  X  time,  fewer  than  3^  of  foster  parents 
react  negatively  to  child's  departure* 
In  X  time,  fewer  than  X  numher  of  complaints 
fr<m  foster  parents  thgit  worker's  attitude/ 
manner  was  not  open/cahdid/aupportlval ' 


TRAINING  CONTi-NT 


FDMOTIOMAL: 


How  to  define  roles,  explain  objectives  and 
procedures  clearly,  logically  in  a  supjiortive 
manner. 

Bow  to  be  eensitive  to  doubts,  uncertainties 
in  people. 

Non-verbal  cooimmication  skills. 

Bow  to  establish  a  woxlcing  relationship. 


.    Agency  jiolioy  on  discussing  natural  home 

with  foster  paraats. 
.    Objectives,  jiolicies  of  Foster  Care. 
.    Selati<^hip  of  foster  parents  with  foster 

child.  "'""^ 


Vi 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Explaixid/daxlfies  the  conditions  of  the  placement  agreementa  to  the  foeter  parent^  claxifyin^  the 
•         role  of  the  natural  parent^  epeoifying  any  previoiis  placements  of  child  and  their  reBulta^  and 

noting  any  special  circitmatances  or  responsibilities  in  order  to  inform  the  foster  parent  about  the 
role  he  will  be  e3q>ected  to  acconrplish  in  Hie  placement* 


i 


■  * 

i  t 
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pep.i*or2-la:\-ce  standards 


IffiSCRIPPIVE: 

t    RMplanations  are  clear»  concise^  accurate* 

*  Answers  questions  with  insi£^t»  being  sensitive 
to  doubts  or  prejudices  on  the  part  of  the  foster 
parent* 

*  Vozicer  ie  honeet  with  the  foster  parent^  doee  not 
try  to  get  foster  parent  to  accept  a  placement 
without  understanding  the  conditions* 


\  HOMBEICALt 


In  X  time»  fewer  than  X  number  of  cosiplaints  that  j 
woidcer  was  unclear^  confusing* 

In  X  time»  fewer  than  X  number  of  placements  | 
break  down  because  foeter  parent  does  net  under^ 
stand  his  role  in  the  placement* 


*  How  to  make  brief»  concise  accurate  explana- 
tions* 

*  How  to  clearly  state  the  roles  cf  various 
people^  pre-exieting  oonditione»  expectations* 

*  How  to  sense  \insureness»  doubts  that  aire  not 
verbally  expreseed* 

*  How  to  reepond  to  qtiestions  in  a  manner  easily 
understood  by  the  person  Chsklng  the  question* 

BPECTFlCt 

*  iflency  conception  of  role  of  foster  parent* 

*  Background  of  child/foster  parent* 

*  Options  available* 

*  Knowledge  of  the  Social  Service  Model* 

*  Foxsoat  of  placement  agreements* 

*  Conceived  role  of  natural  parents* 


PHRrORMANCE  STA2JPARDS 


traini::g  cOifTE>i'r 


^ifoxma/discusses/cDnsults  wltii  natural  parents  about  tile  plax^nient  plan  for  their  child  (i*e*> 
visitation  ri^te>  objeotivee>  proposed  time  in  placement)>  considering  the  goals  for  the  child> 
the  resRonsibiliiy  of  a^nc3r/parents>  and  parents'  feelings;  applying  knowledge  and  earperience  with 
placement  process^  in  order  to  confirm  parental  agreement  concerning  the  placement  plan* 


T 


i5i 


JffiiSCRIPEIVE: 

•    Worker  clearly  describes  requirements  for 

vi8itation>  etc*>  In  an  easily  \mder&tood  maimer 
^    An  appropriate  placemant  plan  is  agreed  t^on* 


HDMEHICAL; 

.    <hrer  X  period  of  time>  fever  than  X  plans  are 
unsuccessful  because  of  vorlcer*s  failure  to  be 
thorough  and  arrive  at  an  acceptable  agreement> 
as  Judged  by  si^ervisor* 

*    <hrer  X  period  of  tijDe>  fever  tiian  X  complaints 
fxani  natural  parents  about  voricer^s^  manner. 


*  ibctenaive  knowledge  of  foster  care>  its  goals/  ; 
objectives/principles/practices* 

*  How  to  comnronicate  with/discuss/reach  agree^ 
ment  with  parents  concerning  the  best  plan* 

SFBGISTCx  ^ 

*  The  Hl^cific  goals  and  objectives  of  each 
placement* 

*  Xhovledge  of  the  personalities  involved*  | 
«    Helationship  of  the  taalc  to  agency  goals  and  [ 

objectives  (i*e«>  and  ito  Social  Service  Model*) 


PERFORMANCE  STANDARDS 


PA.G,  33 
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Explains/clarifiea  to  individual  foster  parents,  the  approach  or  techniqiie  needed  with  specific  i 
child,  answering  qtiastions  and  providing  such  -braining  as  is  necessary  and  possible,  consistent  ^th  : 
agency  policy,  own  understanding  of  the  situation,  availahility  of  agency  resources,  and  ovn  p]X)fe8-  | 
eional  qualifications,  in  order  to  increase  the  ahililgr  of  the  foster  parent  to  coi^  with  specific 
prohlems. 


IBSCRIFnVE: 


*  ibcplanations  are  clear,  to*-the**point,  profes- 
sional* 

*  Voidcer  is  careful  not  to  leave  the  foster  parent 
confltaed,  dcml>tfttl* 

*  When  voxker  is  unsure,  he  consults  ^th  svper^ 
visor* 

*  Voxter  is  patient,  not  overhearing* 
NPMEKICALa 

,    In  X  timet  fewer  than  X  number  of  coniplaiiLts  from 
foster  parents  that  worker  left  them  oonfuaed^ 
uncertain* 

*  la  X  time^  review  l^y  supervisor  reveals  fewer 
than  X  number  of  cases  ^diere  Inslnructioas  left  by 
WDidcer  are  questioned  ijy  siq^rvisor* 


I 


*  Hov  to  give  clear,  accurate  instructions* 

*  Hov  to  use  various  techniqtias  of  child  care*  ; 

*  Hov  to  respond  to  questions^  'recognize  unceiv  ; 
tainty  in  others*  ! 

*  How  to  formulate  and  express  operational 
techniques  to  cope  with  specific  problems* 

*  Showledge  of  child  care/social  work  principles*  [ 

*  Awareness  of  the  social  service  model* 

*  Background  of  the  foster  parents/child* 

*  Agency  resources/policy  concerning  foster  | 

oare*  ;  t 

I  1 


PERFORMANCE  STANDARDS 


TRAINING  CON-TENT 


j   ;  TASK:  Hscufises /assesses  information  about  the  child(ren)  (personal  history,  behavior  characteristics, 
foreseen  problems,  urgency  of  situation,  etc*)  with  foster  care  worker,  following  agency  policy 
;   i  and  guidelines,  in  order  to  decide  (in  emergency  sltuatltfm)  foster  care  which  would  best  meet 

=   \  needs  of  the  ohild(ren)  and/or  infom  foster  care  worker' of  the  need  for  foster  care* 


!  1 

PERFOili-'iAuCE:  STAI'IDARDS 
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il 

*  Worker's  statements  are  clear  and  concise* 

*  ItiTormation  is  acctirate,  ooiuplete  and 
pertin^t* 

*  All  pertinent  information  is  considered* 

*  CcouDunication  skills* 

*  How  to  select  pertinent  information* 

*  fifiowledge  of  human  growth  and  behavior* 

*  Showledge  of  decision  making  process* 

*  Hagnostic  assessment  abilities* 

1  =. 

! 
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*  Correct  decision  is  made  in  at  least  3^  of 
cases* 

*  No  valid  ccmiplalnts  received  about  deoisicn 
and/or  woi^er^s  manner/attitudes* 

I 

*  Ehovledge  of  agency  policy  and  guidelines* 

*  Soowledge  of  agency  and  comoninity  resources*  ' 

*  Awareness  of  ccmmmlty  standards  and 
attitudes* 

*  Awar^ess  of  cultural  and  ^thnic  group 
patterns  as  related  to  the :  oonmninity * 

i 

i 

j 
i 

i 
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PRRrOR>!^.KCE  STANDARDS 

TRAINING  CONTEXT  ^ 

I 

Data    1  People     }  Things 

Data     1  People    j  Things  ' 

Reas.    t  Math.     )  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATIO>; 

IKSTR. 

0.  E,  D. 

TASK  NO, 

4     1       4A  lA 

25      1       70       t  5 

4 

4       1        I        I  4 

PA.C.  35 

GOAL: 

OBJECTIVE: 

TASK:  Explains/clarifies  placement  agreements  to  foster  parents^  Interpreting  the  worker*  s/department*  s 

plans  for  the  child,  the  length  of  child*s  stay  and  child*s  previous  experience  with  foster  parents, 
based  on  knowledge  of  worker*  s/department*  s  plans  for  the  child  and  agency  S.O.P.  for  foster  care> 
in  order  to  inform  foster  parents  of  chlld*s  situation. 

Objective     1    Goal     |       Organizational  Unit* 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Worker*  s  explanation  is  clear  an<l  easily  un<lerstood. 
.  Worker's  information  is  correct. 

.  Foster  parents  are  left  with  a  clear  understanding 
of  placement  agreements. 

NUMERICAL: 

.  At  least  X  number  of  foster  parents  report  that  they 

itncl^if  s  hood  AVnTfrnat*  1 0n             ^  o^ifloH  of  tna 

.  No  more  than  X  number  of  foster  parents  complain 
about  worker* s  manner. 

TPAlNING  CONTENT 

functional: 

.  How  to  apply  knowledge  and  understanding  of 

parent**chlld  relationships 
.  How  to  convey  information  to  a  specific  audience 

SPECIFIC: 

.  Knowledge  of  purpose,  goals  and  objectives  of 
Foster  Care  program 
^ .  Knowledge  of  placement  agreements  for  specific 
case 

.  Knowledge  of  worker's/department's  plans  for 
dtiild 

.  Knowledge  of  agency  S.O.P.  for  foster  care 

> 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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INSTX. 
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OBJECTIVE : 
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vrrites/ccffiiposes  a  letter  to  applicants  for  Foster  Care  licenses  informing  them  of  approval/ 
disapproval  as  determined  by  State  Office,  explaining  all  remaining  steps  necessary  for 
licensing  or  appeal  procedure,  as- ^pprc^iate,  in  order  to  notify  applicant  of  the  decision 
of  the  licensing  authority. 


PERFORMANCE  STANDARDS 


DESCRIPTIVE! 

.    Letter  apcurately  reflects  decision  of 
licensing  authority. 

*  Ajppeal  procedUE^  clearly  stated* 

*  Other  steps  necessary' l)ef ore  license  can 
'be  granted  or  reconsidered  are  explained! 


NUMERICAL: 

*    In  X  time,  fewer  than  X  number  of  letters 
are  sent  vlth  incorrect  notification  to 
aSl^cants* 

.    In  X  time,  fewer  than  X  ntstfber  of  appllcanta 
whose  application  vas  denied  were  not 
infoimed  abou1>  appeal  procedure* 


TRAIKIKG  CONTE^^: 


FUNCTIONAL: 

.    How  to  coorpose  a  business  letter-.  ■ 

*  Hov  to  copy  information  ftrcan  ohe  soxxrce " 
to  pother* 

.    How  to  clearly,  accurately  specify,  in 
written  form,  actions  necessary  to  obtain 
license* 

SPECIFIC! 

*  Appeal  procedure* 

*  Agency  policy  for  foster  homes, 
^   Agency  policy  on  notification* 

*  Background  of  the  applicant^ 


*  2" 
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PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


Locates/ldentifles/chooses  emergency  or  teiiq>oraiy  placeioent  facility  (relative's  home,  comnmiiity 
abelter,  hospital,  etc*)  for  child  removed  from  home  but  not  yet  processed  for  placement  in  optional 
living  arrangement,  exerciaing  judgement  in  selection  of  facility  appropriate  to  t^ild^s, needs.  In 
order  to  arrange  for  short  term  care  for  the  child* 


lESCK 


I  mucTKmLt 


.    Selection  of  placement  facility  is  based  on 
aaeessiaent  of  child's  immediate  needs  (medical, 
emotional,  etc*)* 

*  Selection/plac^ient  is  made  guic3c]y* 

*  Vorker  is  constantly  aware  of  t2ie  availahililar 
of  short  term  carc  facilities* 

«    In  j£  time,  fewer  than  X  number  of  instances  idien 
a  particular  iTpe  of  emergency  shelter  is  not 
availsLbla* 

*  In  j£  tljne,  fewer  than  j£  number  of  instances  of 
relative's  homes  available  but  net  used  (witliaut 
overriding  reasons:   medical,  time,  distance, 
etc*)  for  placenent* 


How  to  relate  a  child's  needs  to  the  resources 

of  each  facility* 

Hbv  to  assess  needs  of  child* 

Hbv  to  approach  institutions  with  proposals 

for  the  use  of  their  facilities* 


SPECIFIC  X 

*  G^mmmity  based  ahelters,  hospitals,  etc* 

.   ^ster  care  homes  that  vill  accept  short  terq/ 
emergen^  placements* 

*  Needs  of  child* 


 lU 


Asseaaea  pertinent  l}ackground  data»  as  aupplied  liy  paxenta  of  potential  foster  child  in  x^elation  to 
program  criteria^  as  stated  In  the  mantial  or  departmental  letters^  and  the  medical/emotional  needs 
of  the  child  in  order  to  detramine  how  the  funding  will  be  charged  for  fogter  care  seririceg. 


i 


CO 


IffiSCRlPTlVJii? 

*  Worker  uses  good  judgement  in  selecting  program  \ 
that  best  meets  needs  of  child  and  department. 

.  Voxkar  is  careful  to  ascertain  that  child  - 
qualifies  for/does  not  qualify  for  specific  fos-  1 
ter  child  program.  | 


.    In  X  tim&f  fewer  than  X  number  of  casee  when 
WDiker^s  detexminatlon  of  funding  must  be  revisedi 
because  of  scmietbing  ttie  woxkar  overlooked.  | 

.  In  X  tioBf  fewer  than  X  mmbar  of  instances  where! 
specif  1G»  identified  needs  of  the  child  are  not  [ 
provided  for»  althougli  resources  exist. 


PPHCTIONAL? 

*    How  to  read  the  specifications  for  program 
eligibility  in  relation  to  client^s  needs. 

.    How  foster  care  services  relate  to  agency 
objectives. 

How  to  interpret  state^  federal  manuals » 
circular  letters. 

SPECUTCf 

.    Agen<^  policy  on  funding  for  foster  children. 

.    Specific  funding  programs  available. 

.    Sources  of  information  available  (i^j^e. »  man\ial» 

letters^  pamphlete). 
.    What  services  can  be  provided  through  foster 

caret  swiplemental  vended  services. 
.    Federal/state/agency  criteria  and  guidelines 
-  for  foster  Care  program* 


ERLC 


t 


I 
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OBJECTIVE I 


TASK: 


Writes  appropriate  information  onto  Placsement  Agreement  form  (client's  name^  visitation  riAts^ 
liaibilii^  for  ei^enses^  pro-rata  expectations  for  the  child) »  obtains  necessary  6ignatu2?e6  (Coimiy 
Director^  Board  of  Si^rvisors  Member^  Xnstitutional  Administrator^  natural  parents  and/or  foeter 
parent)^  following  agency  guidelines^  in  order  to  complete  the  Placement  Agreement  specifying  the 
roles/obligations  of  each  participant* 


PERFORMANCE  STANDARDS 


lESCRIPTIVEi 

*  VoiSrer's  entsriea  are  neat»  legible* 

*  Ajpreement  is  cooq^leted  within  a  reasonable  period 
of  tijiie* 


KOMEEICiLt 

*  All  relevant  Information  ie  included* 

*  So  wow  ttxan  X  iaiBtances  arise  in  X  period  of 
tljue  vhsTO  Inoorrect  eisnaturee  were  entered  on 
tlie  agxeeoent* 

*  Ho  wove  ^baxi  X  complaints  over  X  period  of  tine 
ooneexnlnff  le^lblll'tsr/valldi'tsr  of  ratries  on  -die 
agreement* 


TRAINING  CONTENT 


FUSCTiaSALt 

*  How  to  determine  information  which  is  seelevant 
to  specific  cases* 

*  How  to  enter  seelevant  information  onto  a  form* 

*  How  to  gatlier  information  from  mapy  different 
eources* 

SEEOIFrct 

*  Whesee  to  obtain  needed  information  for  Place- 
ment Agreesient* 

*  Slffoatures  naceeeary  for  each  specific  agree^ 
ment* 

*  Xnowled^  of  foster  care  program^  fedas^al/ 
etate/agenoy  policy  and  guidelines* 

*  Knowledge  of  the  terms  of  specific  agreement* 


f  ! 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 
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j  TASK:  Assesses/evaluates  present  case  data  and  contacts  with  individual/family  tDemtier(s>»  keeping  in  mind 
,  both  short-range  and  long-range  goals^  comparing  individual' s/ family  tiiciiiber<s)  current  status  with 

previous  status  and  casework  goals^'  in  order  to  determine  progress^  if  amy^  in  resolving  problem  that 
I  made  services  necessary  and/or,  if  different  action  (change  in  foster  care»  court  action,  additional 

services/resources,  etc*)  is  needed* 


STANDARDS 


DESCRIPTIVE; 


*  Assessment  is  accurante  and  thorough* 

*  Completed  in -reasonable  length  of  time  and  appro- 
priately* 


-IHllMERICALt 


I  5 


*    Correct  deteminatioa  is  made  in  at  least  X  out  of 
X  cases* 


TKAINIMG  CONTENT 


FUNCTIONAL: 


*  How  to  organize^  suntnarize  information* 

*  How  to  select  pertinent  data* 

*  Knowledge  of  human  behavior* 

*  How  to  make  comparisons  and  determine  progress 
achieved* 

SIECIFIC; 

*  Knowledge  of  agency  guidelines^  policies^ 
resources* 

*  Knowledge  of  cootnunity  resources* 
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PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Ddta  1  reoi)le  Things 

Data      People    \  Things 

H    Reas*    1  Math*     )  Lang* 

F*  -  LKVEL 

F*  -  ORIENTATION 

INSTR* 

G*  E.  D* 

TASK  NO. 

3B      I     lA         1  lA 
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PA.H*  1 

GOAL: 

OBJECTIVES 

TASK:  Develops  (organizes,  formulates)  a  plan  for  a  resident  (client)  council,  following  agency  S*0*P  for 

small  group  participation  in  decision-^making,  in  order  to  plan  for  client  participation  in  organizing 
recreational  activities  programs* 

PERFORMANCE  STANDARDS 

descriptive: 

TRAINING  CONTENT 

FUNCTIONAL : 

> 

Unit- 

*  Plan  based  on  all  relevant  information  regarding 
costs^  time  and  purpose* 

*  Uses  Jud^ent  in  provisions  for  the  number  of 
residents  to  be  Involved* 

*  Knowledge  of  recreational  theory  and  practice 

*  Knowledge  of  small  group  theory  and  practice 

SPECIFIC: 

1 

tional 

*  XXm  is  realistic* 
NUMERICAL: 

*  Knowledge  of  S*o*P*  for  group  participation  in 
decision^making 

*  Knowledge  of  institutional  or  agency  limitation 
for  client  participation  in  making  decisions 

DIVE  li 

Objective    1    Goal_    ]  Organlzai 

*  The  plan  is  prepared  X  time  before  the  council 
meets* 

*  The  plan  meets  the  needs  of  the  council^  as  Judged 
by  council  and  supervisor* 

O 
* 

PERFORMANCE  STANDARDS 

TRAINIIK;  CONTENT 

ERIC 
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1     Objective    1    Goal     1      Organizational  Unit  1 

Data   {  People    1  Things 

Data    i  People    |  Things 

Reas.    1  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E^  D. 

TASK  NO. 

3A     I     lA        1  lA 

1      90       1     5  Is 

2 

2              3          I  3 

PA.H.  2 

GOAL: 

OBJECTIVE: 

< 

O 

TASK:  Calculates  Wages  and/or  number  of  canteen  cards  due  to  students  at  a  pre^determined  regular  time, 

using  time  cards  and  a  pre*determlnation  of  amount  of  money  resident  is  to  receive  and  amount  to  be 
saved  for  him,  in  order  to  ensure  that  the  resident's  salary  is  divided  as  agreed  upon. 

PERFORMANCE  STASDARDS 

descriptive: 

.  Resident  receiver  the  correct  wage*and/or  number  of 
canteen  cards* 

•  Waga.and  number  of  canteen  cards  are  consistent  with 
time  cards  and  p re-determination. 

.  Resident  receives  wage  and/or  canteen  cards  as 
Scheduled. 

HUMERICAL: 

*  Over  X  period  of  time  no  more  than  X  nunber  of 
errors  are  discovered  in  the  calculation  of  wages 
and/or  canteen  cards. 

.  Wages  and  canteen  cards  are  received  on  time  }C%  of 
the  time. 

TRAINING  CONTENT 

functional: 

.  How  to  add>  subtract)  multiply^  and  divide 
numbers 

.  How  to  read  and  use  data  from  time  cards 
.  How  to  divide  a  salary  according  to  pre-deter* 
mined  cond  itions 

SPECIFIC: 

.  Knowledge  of  resldent*s  predetermined  wage  and/or 

canteen  card  allotments 
.  Knowledge  of  S.O.P.  for  division  of  resident's 

salary 

PERFORMAMCE  STANDARDS                                                         TRAININS  CONTENT 

ERIC 


Data   i  People    |  Things 

Data     {  People    f  Things 

Reas.    t  Math.     |.  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTAHON 

XNSTR. 

G.  E.  D. 

TASK  NO. 

3B      }     XA         1  XA 

90        i     5           1  5 

3 

3        1    1         I  3 

PA.H.  3 

GOAL; 

OBJECTIVE I 

TASK:  Chooses  games  and  activities  for  a  group  of  instltutlonaXlzed  children  working  from  a  knowledge  of 

available  facilities,  approved  activities  and  the  children's  interests/abilities,  in  order  to  plan  / 
entertaining,  organized  group  recreational  activities.  / 

PERFORMANCE  STANDARDS 

TRAIMIMG  COKTENt 

DESCRIPTIVE: 

FUNCTIOKAL: 

> 

:lonal  Unit 

.  Games/activltied  are  varied/appropriate  for  the 
children^ 

•  Entertainment  is  well  planned^  not  too  time  consum*^ 
ing  and  not  hampered  by  a  lack  of  equipment,  space^ 

NUMERICAL  t 

.  Knowledge  of  recreational  needs  and  interests  of 
children 

.  Knowledge  of  types  of  gaMS  and  activities  of 
interest  to  children 

SPECIFIC; 

^  Knowledge  of  which  activities  are  approved. 

Objective    1    Goal  _  1    .  Organizat 

.  Over  X  period  of  time,  no  more  than  X  activities 

are  disapproved  by  supervisor. 
.  Over  X  period  of  tlme^  no  more  than  X  complaints 

from  the  children  about  choice  of  activity. 

• 

.  Knowledge  of  facilities  available 

^  Knowledge  of  the  children's  interests/abilities 

s: 

* 

FERFORHMfCE  SUKDAKOS 

XRaHIHG  OOHTEKT 

Data   i  People     |  Things 

Data    1  People    |  Things 

Reas.    [  Math.      }  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3B      I     3A         (  lA 

50       1     45         If  5 

4 

4              2          I  4 

PA.H,  4 

GOAL: 

objective: 

TASK;  Presides  at  (chairs,  conducts)  the  resident/council  meetings,  following  agency  S^O.P,  for  conducting 
business  meetings,  sharing  own  knowledge  of  a  range  of  possible  activities,  their  values/costs/ltml^ 
tations  and  available  facilities  and  equipment.  In  order  to  insure  that  the  wishes  of  the  separate 
members  are  considered  in  determining  the  nature  and  content  of  a  recreation  (activity)  program. 

PERFORlttHCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL t 

> 

Objective        Goal     1       Organizational  UnLr 

.  Provides  a  clear  and  concise  description  of  suggested 
activities. 

.  Thorough  in  explanation  of  the  time,  money,  and  value 

iimi tat ions  or  any  sugges tec  act ivx ty . 
.  Shows  no  preference,  is  fair  in  allowing  opinions 

tO' be  expressed. 

NUMERICAL: 

.  How  to  encourage  members  to  participate  in  the 
discussion. 

.  Knowledge  of  a  full  range  of  possible  activities 

and  their  values,  costs  and  limitations. 
.  Knowledge  of  recreational  theory  and  practice. 

specific: 

.  Knowledge  of  goals  of  the  agency  recreational 

CO 

H 

g 

H 

m 
*-< 

.  Fewer  than  X  coo^laints  per  meeting  from  council 
members  that  they  were  not  given  the  opportunity 
to  express  their  opinions. 

program. 
.  Knowledge  of  resident's ^needs 

.  Knowledge  of  equipment  and  facilities  available. 
.  Agency  S.O.P.  for  conducting  business  meetings. 

. 

PERFOBMAMCE  STANDARDS 

training  content 

r 


1    Objactlve    i    Coal      )       Organizational  Unit  i 

Data    1  Tooplo     I  ThLn^;-; 

i 

W.        *  LEVEL 

INSTiU  ' 

G.  D. 

TASK  NO. 

5  1 

PA.H.  5 

GOAL: 

OBjkctlVE t 

> 

'A 

CO 

■"J 
>; 

.  * 

TASK:   Determines/decides  the  ptixpose^  goals  and  objectives  oC  an  activities/xecreation  program^  applying 
extenaive  knovled^  of  tiie  thdra{)eutic  values  of  the  xecreation  and  aativlties  and  the  eduaatlonal 
needa  of  Hie  clients »  following  consultation  with  various  depariment  heads  and  considering  ihs 
reality  conditlonSf  in  order  to  establish  the  sequence  of  operations  of  the  aetivltiea/iiecroation 
departnientd* 

XBSCRIFEITEt 

*  Carefullr  oonsldera  ii»  overall  purpose  of 
activities/recreation  pragram* 

*  Setalblishiea  puxpoeet  goals»  objectives  that  are 
^propriate/reasonaible  * 

*  Carefully  considera  tlie  needs  of  olients* 

■ 

t    Supervisor  approves      of  ihe  detexmined  purpose » 
goals  and  objeotirea  over  Z  period  of  time*  ' 

*  Vpon  xaviev  ^  of  -Bia  goale  and  ohjaotivvs  are 
oousidered  realistic/obtainable* 

TRAINING  CONTENT 

: 

*  Brtensive  knowledge  of  the  l^rapeutlc  value 
of  activities  and  reoreation* 

*  How  to  analyze  and  determine  reality  conditions 
in  relation  to  setting  up  a  prograiB* 

*  Administrative  ability* 

*  Knowledge  of  hehovioral  science* 

!  SESCIFICi 

I  \ 

*  Kiotrled^  of  the  puxpose^  goals  and  objeotiTes 
!       ■  of  the  tnstltutloti* 

.    KnowXede^  of  Hts  typ^  of  client  tbe  program 

v±ll  reach. 
.    Xnoirledge  of  Mie  facilities  airailaDle. 
\     .    Be&Llty  oondltions  to  woik  wi'titt* 

PERFORMANCE  STANDARDS                                                               TRAINING  CONTENT 

ERIC 


— — 1 

W.  F.  -  LEVT-X 

INSTR,      1  E- 

TASK  NO, 

>p     I     lA        1  lA 

3  1^1113 

PA.H.  6 

GOAL; 

!  >-  ^  ^  1 

OUJECriVE; 

TASK;    Prepaxe/diseemlziate  to  etaff  nembere  a  listing  of  residente  lAio  oould  benefit  fncua  xeoreational 
pro^ramst  referring  to  realdents*  xecords  and  applying  Icnovled^  of  recreational  progxams  avail* 
ablef  in  order  to  inform  etaff  of  the  reeidents  ^Aio  need  to  be  persuaded  to  participate  in  the 
activities  program* 

PERFORMANCE  STANDARDS 

TRAINIMG  CONTENT 

lESGHIFTIVEi 

PORC^CIOirALl 

> 

CO 
so 

1 

< 

C 

«^ 

O 

*  Lietins  ie  accurate  and  oongprebeneive* 

*  Coneistent  irith  agency  prioritiee* 

*  Ftepand  llsta  a»  legible* 

■ 

*  Enow  Hie  values  of  recreational  programs  in  a 
ilierapeutic  program* 

*  Know  how  to  identify  recreational  needs  of 
individuals* 

; 

Q 

1    Goal     i  Orgi 

«    InX  time  ^  of  reeidenta  idio  can  benefit  from     \     *    Knowledge  of  reeident  recorda  (oontent^ 

recreation  prograna  axe  reoognized  bgr  wodfer*       j  location)* 
*    Fewer  than  X  cuqplainta  in  X  time  fron  staff  abou^     *    Cwvledge  of  agency  priorities* 

inaccuracies  or  clearness  o?  -Uie  lists*                f     *    Xiiowledge  of  recreational  activities 

t  available* 

5 
f 

t 

\ 

'} 

'J 

\ 

i 

PERFOftMMICE  STANDARDS 

TRA.INIWG  CONTENT 

ERIC 


_     w.      -  ix.vrg.  


w.  F.  -  ixvKr.        i  w.  K.  -  oKicn'A-aot:  ikstr. 


G.  K,  D- 


I 


T 


TA£K  KO. 
I  PA  H.  7 


-| — r 
> 


GOAT.; 


OBJECTIVE: 


TASK?    Xdvertlzes/piibllclzes  future  off-canipus  recreational  actlvlties»  prepares  posters*  newspaper 

advertisemente  and  makes  enroHment  sheets  available  in  order  to  foster  interest  and  participation 
in  off'Caorpus  trips* 


to 

09 


.rw-l 

c 
o 

p 
d 

o 


o 


PERFORMANCE  STAHDARDS 


TRAINING  COOTEKT 


lESCHIPflVE: 


! 


mCTIOgAL: 


Ifoxkar  is  creative  and  aoeuxate  in  advertlsizig 
off-canpus  activities, 

Advertiaenents  axe  colorf^t  eye-catchinfft  yet 
infoxsative* 

Advertiaeaenta  axe  poaied  veil  in  advance  of  the 
date  for  tbe  actintj* 


! 

I 
t 

\ 

\ 

i 
1 

f 

In  2  time  fever  iiian  X  cooplaints  from  xesidents  f 
iiiat  tiiegr  wre  not  able  to  participate  in  a 
dealxed  actlTity  because  they  vexe  not  informed  i 


Aimrendss  of  the  benefits  of  advertising* 
Hbv  to  plan  eye-catchioff  advertisements* 


i 

3 


in  tine* 

In  X  time  fever  -Oian  X  actlvltlea  axe  .poorly 
attended  because  of  inadaqtaate  publicity* 


sreciFiCi 

*  39ie  clientele  participating  in  activities. 

*  IJiae  and  date  of  planned  trips* 

*  S*0#F*  for  poatlng/diseminatlng  material  for 
publicity* 


PERFORMMKE  STAMHARnS 


TRAINTIW  CONTENT 


ERLC 


ly^ta^  ]  rcO£lc    pTliinf^s  _    JDa t a    |  People    [  Things 

W.         '  LEVEL 


lA 


-  ORIEKTATION 


\   Rcas.    i  Math.     |  Lang. 


INSTR. 


I 


I 


TASK  NO, 


PA.I.  1 


GOAL: 


OBJECTIVE: 


TASK:    Contacts  psychological  testing  center  according  to  S^O^F*,  arranging  time  and  place  for  lihe  test 
and  providing  background  information  as  requested  and  as  available^  in  order  to  arrange  for 
psychological  evaluations  for  child* 


:3 


c 
o 


U 

o 


«0 

o 


a 

5 


PERFORMANCE  SIANIJARPS 


DESCRIPTIVE^ 


*  Arrangements  for  psychological  testing  are  - 
thorough^  coniplete* 

*  Background  information  is  accurate* 

*  Worker  makes  careful  note  of  time  and  place  . 
of  i^ppolntment  *  ^ 

KUMERICALt  '  * 

^    In  X  tlme^  fewer  than  2^  of  a^pointiDents  made 

must  be  res(^heduled* 

*  In  X  time^  fewer  than  X  nunoiber  of  cosnplaints 
tram  testing  center  ihat  they  did  not  receive 
requested  infonnatlcm  lAien  it  vas  available* 


TRAINIiro  COMIEKT 


FUNCTIOMAL: 


Hov  to  arrange  ai)pointments* 

How  to  provide  background  material  i 


^    Agency  S^O^P^  for  contacting  testing 
center. 

.    Time  needed  for  evaluation* 

.    Sources  of  background  infoimation. 

.    Agency  policy  on  the  release  of  information. 


2 

< 


3 


/ 


ERIC 


PERPORMfcMCE  STMIPMU)S 


trahting  content 


Data   jPcoplt?    1  Tilings 

Data     1  People    [  Things 

1 

Rcas.    )   Mach>      {  Lang. 

1 

W.  F.  -  LEVEL 

.W.  F.  -  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO.  ; 

h    I    M'    1  lA 

50%       1     U5%       \  % 

5 

5       1    1  It, 

PA. I.  2  ! 

to 


COAL: 


OBJECTIVE: 


TASK:    observes/evaluates/examines  a  child  in  a  play  thepapjr  situation,  attempting  to  pick  up  clues  from 
the  cMia's  behavior.  In  accordance  with  S.O.P.  for  play  therapy,  applying  knowledge  of  child 
clevielopBient  and  clinical  practice,  in  order  to  identify  possible  clues  to  the  child's  probl«n. 


PERFOMAHCE  SIANEARPS 


U 

U 
O 


o 
o 


5 


.    Wopfcer  aXlows  the  child  to  guide  the  play 

tber«^  BeBBioa^  wcouraglng  freedom  of 

escpression  (non-directive). 

Worker  is  patient  and  alert  to  detail. 
.    Worker  malces  an  accurate  interpretation  of 

the  child* 8  behavior.  * 

HTiMERICAL: 

.    Over  X  period  of  tlne^  si^rvlsor  feels  that 
3gt  of  >wker*s  IntMpretations  lead  to  the 
root  of  the  problem. 

.    Worker  is  never  observed  (\>y  sv^rvlsor)  to 
be  leading  the  child  in  the  session. 


TRAINING  CONTEST 


FUWCTIOML: 


.    Hotf  to  conduct  a  play  therapy  session. 

.    How  to  pick  lip  clues  frocu  observation  of 
a  play  therajpy  session>  relating  specific 
incidents  to  the  child*©  total  situation. 

.    Knowledge  of  child  development  and  principles 
of  clinical  observation. 

SPECIFIC:" 

.    S.O.P.  for  play  therapy. 
.    The  specific  child's  previous  probl^ns  and 
case  history. 


/ 


< 

•3 


PERFOHWmCE  STWCARDS 


miNINC  CONIENT 


ERIC 


o 


Data    i  People     |  Things 

Data  -  1  People    !  Things 

IL  Reas.    1   Math,     j  Lang. 

W.        -  LEVEL 

W.        -  ORIENTATION 

ISSTR.     1                G.  E.  D. 

TAS"<  >?0. 

h      \        UA     i  lA 

3096    1      696     1  S?« 

5        \      h                1        1  U 

P*A*J*  I 

GOAL; 

OBJECTIVE; 

TASK*   Disctiases  yriHi/BSics  qiiestions  of/listens  to  responses  of  residential  facili'ty  personnel  ^Iho  axe 

experiencing  prolslemB  in  relation  to  Isehavior  of  ohild(ren)t  encouraging  iHxem  to  express  feelings/ 
opinions^  offering  counsel  bb  appropriate  and  suggesting  ways  of  dealing  viidi  prolslems/anxietieBf 
in  order  to  aseiet  personnel  adjust  to/solve  prdslema  ^riiii  child(xen)* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1 

IBSCELIFTIVBf 

fONCTIOMALt 

I  ^ 
,  •  -i 

v.i 

1^ 

« 
c 

O 

c 
o 

*  Vodcer^s  manner  is  eensitive  and  understanding* 

*  Vozlcer^s  statements  axe  olear  and  concise* 

*  Quaetions  are  aaked  in  clear  and  concise  manner*  ' 

*  Listens  attentively  to  responses* 

*  Intexvieving  skills  and  techniques* 

*  Verlsal  and  non^erlsal  connmmication  skills* 
^    How  to  ask  q\testions  in  clear  and  concise 

manner* 

*  Knowledge  of  child  pQycho^social  and  pQycbo* 
motor  development* 

*  Knowledge  of  emotionally  distorbed  child* 

*  Xhowledge  of  motivational  theory  and  techniques 

*  ^Iheoiy  and  techniques  of  crisis  intervention* 

*  JM^inciples  of  oounseling  and  guidance* 

?^ 
V* 

1 

i 

NUMEBXClLt 

SEBCIFICs 

Objective    1  Goa 

•    Voikar  assists  pexsonnel  in  at  least  ^  of  cases. 
.    Ho  more  tfaan  X  valid  complaints  received  viimn 
■  X  period  about  voidcer. 

*  Knowledge  of  agenpsr  policy  and  guidelines* 

*  Enonaedge  of  resources  and  matliods  of  treat- 
ment* 

*  Awareness  of  oommunitgr  standards  and  attitudes* 

*  Awazenees  of  cultural  and  elAmio  gcoixp 
patterns  as  th0f  relate  to  the  community* 

*  Understanding  of  e-IMoal  oonsiderations  in 
relation  to  utilisation  of  infoimation* 

PERFOKIMICE  STANDARDS 

TRAINING  CONTEST 

ERIC 


Data    1  People     |  Things 

Daca     1  People    [  Things 

1  ! 

Roas*    1   >?ach*      |  Lang* 

U\  F.  *  LEVEL 

F.  *  ORIENTATION 

1  INSTR. 

D^ 

TAS;i  KO^ 

3B   1     lA         !  lA 

90%    1      S%    \  5% 

i  3 

3      1     3  13 

P.A.J*  2 

GOAL; 

objective:  1 

TASK;  Files  petition  ^th  proper  out-of-state  authorities  vhere  a  mlsslti^  family  member  is  located>  in 
order  to  request  the  authorities  to  Initiate  procedings  to  obtain  child  support  in  accordance  ^th 
the  Uniform  Support  Action  Reciprocal  Agreement* 

PERFORMANCE  STANDARDS 

TRAINING  CO!CTENT 

c 

IXBSCRIPTIVE: 

FDNCOniONAL: 

1 

'  *    Files  the  proper  petition  irith  the  proper  state 
authorities* 
*    Files  petition  as  soon  as  possible* 

*  Xhovledge  of  inter-state  agreements  and  policiej 
as  th^  pertain  to  social  service* 

*  How  to  file  a  petition* 

<' 

c 

NIMB&ICALt 

SitBCXFIC: 

?i 

J? 
o 

c 

w 

w 
> 

u 
O 

*  In  X  tUiie,  fewer  than  I  caaes  of  improperly  filed 
petTtionB* 

*  Filea  petition  within  X  time  after  location  is 
detexsdned* 

*  With  which  state  to  file  the  petition* 

*  Ehovledfie  of  the  specific  agreement  with  the 
paxticulax  state* 

*  Knowledge  of  3*0*F*  for  requesting  initiation 
of  child  support  proceedings* 

C 

i 

PERFOR>!ANCE  STANDARDS 

TRAINING  CONTENT 

i 

Data   !  People    i  Things    L    I^ata    1  PeopXe    [  Things 

g    Reas.    )  Math.     |  Lang. 

UP*  T  P^rFT             1         U    P    ^  nuTPNTATrnN 

IHSTR.                     G.  E.  D. 

TASK  NO. 

3B    I      lA      1     lA        1     90%     1       e%    1  5% 

3        1       3       1        1       1  3 

P.A.J.  3 

GOAL: 

OBJECTIVE: 

TASK:  Gathers/oollecte/prepaxee  infoxnatlcm  needed  for  a  paternity  etiit,  xelyinff  upon  knowled^  of  court 
requizemente  and  past  experience  with  various  County  Attorneys,  in  order  to  prepare  the  information 
for  the  cooperating  County  Attorney. 

PEHFORM^CE  STANEfcARDS 

TRAINING  COSTEr!T 

i 

-It 

AtloDal  Unit 

.    Vb:dcer  is  thorough  and  ooniplete  in  o(Hiipllin£ 

infomation. 
.    Cong^ilee  the  Infoxsnation  in  the  proper  form 

desired  Isy  the  County  Attorney. 
.    Hae  infoxnation  availal^le  ^itien  needed* 

FdNCO^IONALt 

.    Xnowled^  of  legal  requirements  for  a 
paternity  suit. 

c 

c 
c 

O 

o 
> 

O 
o 

O 

NQMESICALs 

.    In  X  tine*  fever  than  X  xequeste  for  additiooal 
material* 

Compllea  InToxmatlon  In  X  time. 

SPBOTBlCt 

.   Xnovledge  of  the  speoific  caee  and  client* 
.    Knowledge  of  the  County  Attorney's  preferences. 
.   Knowlsdge  of  where  and  how  to  locate/gather 
information  required  for  specific  oaeea. 

• 

PERFORMWaCE  STANDAItBS 

TRAINING  CON^TENT 

u 
C 

*5 

3 

^; 
c 

o 

c 

o 

o 
o 

o 

Data   1  ?copXe    I  Things 

Data     1  People    I  Thinss 

1 

Reas.    t  Math.     )  Lang* 

K.  F.  -  LEVEL 

W.  F.  .-  ORIENTATION 

ISSTR, 

G.  £.  D. 

TASK  KO, 

Ij      (      lA       1  U 

907.    1        5%  I 

it       1      1         I  3 

».A.J.  4 

GOAL: 

OBJECTIVE: 

> 

i! 

TASK:  Inspects,  reviews  documentation  for,  and  after  detexminittff  the  change  is  in  the  best  interest  of  the 
child,  signs  all  Change  or  Status  requests  (maxriage,  medical,  discharget  etc.)  Tor  child  wards  of 
the  state,  applying  agency  policy  and  guidelines  in  order  to  authorise  the  requests^  as  the  guardian 
of  these  children. 

PERFORMANCE  STANDARDS 

IIBSCBIFTIVB: 

.    Voxker's  inspection  is  coo^lete,  comprehensive. 
.    Authorization  is  completed  with  reasonable 
speed. 

KUHESICAL: 

.   No  more  than  X  invalid  requests  axe  authorized 

over  X  period  or  tinie. 
.    Beqxkesta  are  acted  i^on  within  ^  amount  of  time. 

TRAINING  CONTENI 

rOSCTIONAL: 

.    How  to  inspect  a  request. 
.    Guaxdian^s  responsibilities. 

■SFBClTlCt 

.    Knowledge  of  ^ich  requests  to  authorize. 
.    Knowledge  of  basis  for  authorization  of 

xequests/agenoy  policy  and  guidelines. 
.    Guardiaa^s  reBponsil>ilities,  in  relation  to 

child  wards  or  the  state. 

PERFORMANCE  STASDARDS                                                              TRAINING  OOMTENT 

Data   i  People    I  Things" 


Data     j  People    I  Things 


]     Reas.    I   Math.     )  Lang. 


W.  F.  -  LEVEL 


h    I  U 


W.  F.  -  ORIENTATION 
90%  I 


INSTR. 


G.  E.  D. 


TASK  XO. 


U 


5% 


T 


57. 


GOAL: 


OBJECTIVE : 


TASK:   Organize s/evaliiates/records  information  (fathered  about  a  parolee/probationer,  including  basic 

statistical  information  and  ratings  as  wll  as  a  Inrief  narrative  discussing  the  case»  in  order  to 
complete  the  quarterly  report. 


to 

CD 


u 


r 


o 

1^ 


PERFORMANCE  STANDARDS 


JBSCBIPTIVE: 

.  Beport  ±8  an  accurate  reflection  of  the  case 
8tatuB»  including  eigniricant  Information  In 
the  narrative. 

*    Beport  i8  contpleted  ifith  reasonat)le  speed. 


NPMERICALl 

4    No  inaccurate  Infcnnatlon  ie  recorded  in  the 

Btatietical  data»  vfaere  the  item  ie  a  quaetion 

of  facta  -  not  jTidgenient* 
.    Over  X  period  of  time»  supervisor  finds  no  more 

than  X  instances  vfaere  the  report  misrepresents 

ibB  client  and  case  status* 
*    All  reports  are  sutoltted  on  time* 


TRAINING  CONTE!rr 


PDNCTIONAL: 

.    Ehowled^  of  human  behavior  and  -what 

constitutes  significant  progress  or  problems 
for  a  person  on  parole/probation. 

*  How  to  con^ose  a  briefs  descriptive  narrative. 
How  to  fill  out  a  siniple  form. 

SPEdFICf 

*  Knowledge  of  each  specific  case  on  vhich  a 
report  is  to  be  made* 

.    How  to  fill  out  the  form^  i+e.  the  meanings 
of  the  ratings  and  type  of  information 
required. 

*  When  the  reports  are  due;  format  for  th^ 
report* 


> 

1-7 


PERFORMAMCE  STANDARDS 


TRAINING  CONTENT 


Dsta    1  People    I  Thin^^s 

Pata     1  People     1  Things 

Ij    Rcas*    f  Mach*     1  Lang, 

F.  -  ORIENTATION 

IKSTR.                       G.  £.  D. 

TASK  XO. 

h      i      lA       1  lA 

5         1        5        1       1          [  U 

P.A.J.  6 

GOAL: 

OBJECTIVE: 

TASK:  EJcaminea/revieWB  a  parolee's/prc>tation©r»s  progress  made  during  the  parole/proljation  period?  talcing 
ixLto  consideration  his  cxjrrent  l>ehavior  and  attitudesf  how      handles  pro'bleia  situationsf  and  "the 
relative  sta'bility  of  his  emrironmeutf  in  order  to  canipose  a  recommendation  for  the  Parole  Board's 
or  Probation  3ig>ervi6or*s  ai^roval* 

■ 

'                            PERFORMANCE  STAilDAltEa 

TRAINING  CONTENT 

C 

c 

c 

N 

•l-i 

:  C 

lESCEEPTIVEi 

-  *    Worker  is  perceptive^  iAioroug)!  and  objective  in 
conqEHDsiiKff  bis  recomnendation* 
*    She  xecoamendatioQ  is  well  orisanized  and 
reflects  good  judgement  and  a  sound  intexi»re- 
tation  of  ibe  facts* 

FONCTlOKALt 

^    How  to  evalTiate  a  parolee/probationer's 
.  curx^t  life  situation  in  relation  to 

Suxxaoixxxy  ox  xexease* 
.    How  to  com^se  a  clear»  well-^  organized » 

persuasive  recommendation^ 
*    How  to  apply  principles  of  human  behavrior 

and  draw  valid  concluaicns* 

I 

o 

O 

0 

O 
> 

o 

O 

o 

KUMEBICIL; 

.    Over  X  period  of  time»  at  least      of  worker*  s 

reconmendations  are  approved* 
.    Over  X  period  of  tinie^  no  more  than  X  cdnplainte 

from  0t5«rvisor/Parole  Board  that  vo5cer*s 

recomrnendatlon  is  unxealiatlc^  or  contains 

inaufflcient  infomatlon*  . 
.    Over  X  period  of  ^imf  at  least  ]^  of  clients 

for  i£ofB  WDsi^r  reoooMnddl  a  dieclhaxise     that  is 

approved  -  go  on  wllii  a  successful  life  atyle 

(i*e*  no  xecidivisiD)* 

SFEiCIFICt 

^    Coowledge  of  the  specific  individtial  under 
considerai^on     case  histoxy^  current  statue^ 
and  personal  wiehss  in  the  matter. 

*    Format  required  for  the  reconxoendation* 

* 
• 

1 

PERFORJtAHCE  STANDARDS 

TRAINI^«I  CONTENT 

Data 

P^odIg    i  Things 

Data       People    I  Things 

!    Reas.    \   Math.      )  Lang. 

1  I 

W.  F.  -  ORIENTATION 

IMSTR. 

G.  E.  D. 

TASK  NO. 

I 

3B 

1      ItA  lA 

hO%          SOz     i  lOx 

U 

U            1       !  U 

P^A.J.  7 

1 

— i 

GOAL: 

OBJECTIVE; 

1 

{ 

TASK: 

Talke  to/dl8cusse8  with/advises  the  client  of  the  procedm:eB>  time  llmltatlonB>  advantageB  and  legal 
ramifications  of  eBtabliBhln^  patemlty>  in  order  to  inform  the  client  of  biB  rig^tB  and  encourage 
him  to  cooperate  iriHi  the  agency. 

\ 
! 
i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

J 

B 
a 

0 

MSCSIFTIVE: 

*  Cazefully  e^q^lains  H^e  advantages  of  eBtabliBhiiij 
paternity* 

*  Accurately  adv^laes  client  of  ihk  legal  rami* 
flcationd  and  the  time  Umltatlons* 

PDMCTIQIIAL* 

.    TJtoderstandlng  of  legal  requirementa  of  e8tal>* 

liflhine  paternity*  * 

Knowledge  of  the  rigbta  of  client. 
.    How  to  clearly  define>  explain  rlghtB  end 

xeBpondihilities  of  a  client* 

-2 

Ii 

■s 

^: 

c 
c 

o 

> 
u 

o 

HUHEBICALt 

*  Voiicer  aliiayB  informs  client  of  bis  rtj^ta  and 
Qptiona. 

*  ^  X  period  of  time>  fever  than  X  clients  com-  j 
plain  of  VDxker*B  manner>  attitude  or  failure 

to  inform  client  of  hia  rl^ts* 

SPSCTFtCi 

*   Agency  galdelines  concerning  paternity  caaes. 
.    Knowledge  of  the  client  or  how  to  obtain 

client's  file. 
.    How  task  con-teibuteB  to  the  eube^etem  goalB 

and  DbjectiveB* 

^  1 

1 

1 

i 

PEHFORMANCE  STANDARDS 

TRAINIKC  CONTEST 

Data   1  People    |  Thini^s 

Data     1  People     I  Things 

1 

Reas»    t   Math,      |  Lang» 

F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  KO. 

3B      1       2       1  lA 

L    $$%  i    ho%    \  5z 

2 

13      1113  1 

GOAL: 

OBJECTIVE: 

TASK:  Biscitsses  ^th/guestions  client  cancemlnj^  Hie  pos3i1}le  location  of  a  missing  person  or  knovled^  of 
the  person's  leist  loiown  residence!  in  order  to  acquire  infoxmation  vhioh  may  Tae  of  assistance  in 
locating  a  missing  person. 

PERFORMANCE  STANDARDS 

TRAmiNG  COKTEIJT 

> 

vt 
C 

ISSCRIFTIVBi 

.    Vorker  asks  relevant  questions. 

.    Voxker  is  politet  oourteoits  and  sensitive  to 

client^s  feelings. 
.    Voxker  ^:ioourages  client  to  provide  as  mny  leads 

as  possi1}le. 

FDNCTIONADi 

.    How  to  discuss  a  potentially  senaitiv* 

•object  with  client. 
.    Kiovledge  of  %diat  information  is  relevant  in 

locating  a  missing  person. 

HI 

c 

rt 
O 

V 

> 

o 

o 

HnHERIGiLt 

.    F^wer  Ulan  X  ccHoplaints  in  X  tisie  from  clients 
about  ifae  iiorker^s  nannar. 

SEBCHTC: 

.    BacScground  of  tbe  client  and  client^s  sensi* 

tivliy  to  Certain  subjects. 

Hesources  available  for  checking  out  varioua 

types  of  leads. 
.    Purpose  of  the  tetsk. 

PERFORMANCE  STANn^RDS 

TRAINING  CONTENT 

Data      People     1  Tilings 

Data     )  People    |  Things 

1 

Reas.     1    Math.      |  Lang. 

t 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E,  D. 

TASK  N-O, 

h       \        1;A     1  lA 

807-      1      15%     i  5% 

h 

a         1     3         \  h 

P.A.J.  9 

GOAL: 

OBJECTIVE:  : 

1 

TASK:  Investigates  IJie  circtanstances  of  an  alleged  paxole  violation^  gathexiJttg  evid«acej  interviewing 

the  parolee^  and  3^ieving  the  recbmmendations  of  others  vith  regard  to  any  applicable  regulations^ 
0tatutes»  and  precedents  in  order  to  determine  whether  facta  are  sufficiently  serioxis  to  warrant  a 
court  hearing* 

PERFOm\}fC£  STANDARDS 

TRAINING  CONTENT 

.  J" 
5 

JSESCSHnVEi 
*  *    Inrestigation  is  iboxoue^a  and  inrpartial. 

*  The  decision  is  fair  and  a^Lmed  toward  helping 
the  parolee  in  his  adjxistnent* 

*  Justification  for  'Qia  decision  is  logical  and 
well— 0UDS tan tiaxed* . 

*  How  to  investigate  an  alleged  parole  violar* 
tion. 

*  How  to  interpret  state  code»  regulations »  eto* 
as  tSojBy  9^1y  to  a  speoific  case* 

^      Ability  to  assess  emotional  strength  of 
parolee* 

1 
1 

s 

Ob  ioctivc    1    Coal     1  Organi 

VWEBlnALt 

*    Decision  violates  no  regulations^  statutes  or 
precedents* 

* 

SFBCIFICt 

*  Stpeoifio  circumstances  of  the  alleged  parole 
violation, 

*  ITaual  sources  of  prodxictive  information  in  an 
investigation  of  a  parole  violation* 

*  Knowledge  of  the  conditions  of  parole/caae 
hlstoiy  of  '&0  speoifio  parolee  under  inves- 
tigation* 

*  Ibiovledge  of  legal  process* 

PERFORMANCE  STANDARDS  /* 

TRAINING  CONTENT 

erJc 


Data 

i  People     I  Tilings    |     Data     |  People    1  Things 

H    Reas.    I   Math.      |  Lang. 

W.  F.  -  LEVEL           t        W.  F.  -  ORIENTATION 

INSTR.                      G.  E.  D. 

TASK  :;o. 

h 

i      iiA        1      lA       \     ^01            6^7.      \  'i?. 

Ii         1       li               ^          1  li 

P.A^J,  10 

GOAL; 

OBJECTIVE! 

TASK; 

Discusses  with/advises  located  missing  parent  of  his^^er  responsibilities  and  consequences  of 
failure  to  comply;  attempting  to  work  out  areas  of  disagreement^  in  order  to  secure  cooperation 
for  child  support  pagnDents  wii^out  court  action. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

C 

g 

ISSCRlKDIVEt 

*  Voiker  caxefully  cavers  xeaponsibllitiea  and 
pptlona  available  to  -Qia  client* 

*  Voxker  ia  polifSf  pleasant  and  gives  clien'k 
opportunity  to  eipreas  hia  views. 

*  Worker  actively  encourafies  cooperation  vlthout 
court  proceedings  ♦ 

FUHCTIOfNALt 

*  Edw  to  discuss  a  problem/give  advice  to  a 
potentially  hostile^  anxious  person. 

*  dovledge  of  legal  options  and  procedures  for 
enforcing  child  support  payments. 

'*    How  to  listen 

.    Knowledge  of  social  wo:dc  principles. 

Hi 
^» 

• 

e 
o 

0 

h 

1 

1 

*  In  X  tlmef  fever  than  X  cases  that  a  client  was 
not~ful3y  Infomed  of  ^s  options  and  xe^onsi* 
biUties. 

.    In  X  tinef  fewer  than  X  conoplaixLts  firom  clients 
about  woxker^s  manDar* 

*  In  X  oases,  axransements  far  cihild  siipport 
payments  axe  made  without  court  action. 

■ 

SEBCIFICt 

'  *    Awareness  of  the  previous  family  situation 
(i*e*  familiar  with  tbe  case  records)* 

i 

PERFORMANCE  STANDARDS 

TRAINIW  CQOTENT 

ERIC 


Data   1  People    1  Things 

Data    \  People    I  Things 

j!    Reas.    !  Math.     |  Lang. 

W.  F.  *  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.      1                  G,  E.  D. 

TASK  N'O. 

_3B     I     U        1  lA 

h07.     i      55^     t  57. 

h  \   h       1     \  h 

P.A*J.  11 

GOAL: 

objective: 

TASK:    Expl&ii^/claxifiee  pendlB^  court  action  to  the  prixicipalB  (paxent&t  chlldxen)  including  the  reason 
for  the  action,  omx  evaluation  of  family  situation  and  needed  chants,  the  meaning  of  possible 
actions  of  the  court  and  the  availabill^  of  counsel  ^nd  how  to  obtain  it,  following  agency  policy 
Init  basing  the  exact  content  of  discussion  on  own  assessment  of  family  reaction  and  emotional 
condition  in  order  to  prepare  the  parents  and  children  for  the  court  o^earance* 

PERFOBMAKCE  STANDARDS 

TRAINING  CONTENT 

C 

c 
<; 

IBSGSXJPIIVEt 

*    *    Worker  uses  good  judgement  during  diaouaaion  in 
the  presentaticm  of  Mm  reason  for  action,  ita 
oonse<|uence8,  and  the  process  involved. 

*  Voxker  is  courteous,  professional  in  manner  and 
attitude,  noi^jiidgngntal*  : 

*  Ansmxs  family's  questions  frankly  and  as 
accurately  as  possible* 

FDNCTIQNAL: 

*  Sow  to  explain/describe  specific  action  to 
persons  yho  are  likely  to  be  apprehensive, 
threatened,  defensive,  and  even  hostile* 

*  How  to  interpret  own  evalxiation  of  the  situa- 
'  '  tion  Into  language  apprc^nriate  to  the 

individual  involved* 

*  Sow  Hie  court  process  operates  in  general* 

> 

i 

* 

O 

#4 
O 

>^ 

o 

4J 

o 
o 

*  £i     time,  fever  than  X  number  of  families 
ooagE>laln  about  woxScer^s  attitude,  manner* 

*  In  X  timet  wxker  is  able  to  relate  effectively 
to  at  least      of  parents  involved  in  court 
action. 

SEBCIFICt 

*  Beaaon  for  preparation,  content  the  agency 
wants  iJDiparted  to  the  principals* 

*  Actual  court  process  the  family  will  be 
involved  in* 

*  Specific  situation  involved* 

*  Avallabili-ty  of  legal  counsel* 

*  Possible  ac^tion  of  Hie  cou3H;* 

PERFORKMfCE  SIANDARDS 

TRAINING  CONTEST 

Data    1  People     (  Things 

Data    I  People    (  Things 

\ 

Reas.    j  Math.     |  Lang. 

i 

F,  -  LEVEL 

W.  F.  -  ORIENTATION 

XKSTR, 

G.  E,  D, 

TAs:<  :;o. 

h     \        U     1  U 

8096    1       596  1 

B 

h       \       1        \  h 

p^A.j*  12 

GOAL: 

OBJECTIVE: 

— 

TASK:  Locates/collecte/xeads/analyzes  data  concexnln^  a  specific  case  and  follow*vp>  in  order  to  pzepaxe 
documentation  for  court  hearing. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEJrr 

ISSGSZFTIVEt 

?DNCTIOHALt 

e 
o 

«■* 

i: 

N 
C 

zz 

*  XaJToniiation  Is  stated  clearly  and  concisely* 

*  XaJTomation  I0  accurate  t  coorplete  and  pertinent* 

*  Written  comotunioation  skills* 

*  Bbv  to  select  pertinent  information* 

*  Bow  to  onsanize  information* 

-*    How  to  analysse/intexpret  data  ooncemlue  human 
liehavior. 

*  Knowledge  of  legal/cousrt  process* 

.    Siovledge  of         constitutes  evido^e* 

% 

*  T 

n 

I 

U 
O 

jiURiatlCiL: 

• 

SPBCISTCt 

1 

i 
I 

O 

c 
o 

o 
5 

*  Accurate  docisentatlon  Is  prepared  in  all  (lOOJfi) 
oases* 

*  Ko  valid  complaints  received  about  documentation* 

*  All  p«rtineat  Informatloii  is  considered* 

* 

,  .    Knowledge  of  agencQr  policy  and  guidelines. 
*    Knowledge  of  data  concerning  specific  case* 
where  it  is  located  and  how  ^  gain  acoeas 

to  it* 

PERFOBMMCE  STAMDARDS 

TRAINISG  CONTENT 

Data   1  People    1  Things 

Data    t  People    1  Things 

li    Reas.    i  Math.     (  Lanf^, 

W.  F.  *  ORIEKTATION 

IXSTR.      }                 G,  E,  D. 

TASK  XO, 

*  * 

IB     1     U        1  2B 

ltO%           S%  55% 

3       13            2  3 

PA*K*  U 

GOAL: 

OBJECTIVE: 

• 

Operates  (startsj  adjustsj  controls)  monitors  closed  circuit  TV"  syst^i  set  up  to  observe  security 
areaa^  switching  fTom  camera  to  camera  as  per  standard  operating  precedures  or  indications  (alarms^  ^ 
disturtancej  tmazer^  etc.)  of  some  particular  activity  in  order  to  observe  the  status  of  specified 
Security  areas* 

- 

PERFOSMA^ICE  STANDARDS 

TRAINING  COOTEKT 

00 

C 

c 

rz 
tz 
u 

O 

c 

lESCRTPTIVEi 

*  Voiker  observes  security  areas  in  a  systematic 
fashion. 

*  j^cture  on  TV  monitors  is  clear  and  zoott-£n 
is    used  if  detail  Cannot  be  clearly  defined. 

*  ¥oiker  follows  operating  instructions  for  use 
of  W  system. 

NOHERICAL: 

*  fever  lhan  X  number  of  equipment  failures 
due  to  operator  error* 

*  In  operator  efficlmc3r  test»  operator  is  able 
to  bring  a  clear  pictu3?e  to  mcmitor  from  any 
designated  camera  or  security  area  wi13iin  X 
time. 

FOHCTIONAL: 

.    Sow  to  operate  TV"  equipment. 

*  Hov  to  focus  TV  cameras. 

.    Sdv  tb  time  elec-teonic  equipment^,  operate 
selector  dials t 

*  Use  of  elecinx>nict  T7  gear* 

*  Channels  available  for  use* 

*  Location  of  TV  cameras »  t^eir  monitoring  area. 

*  Procedure  for  switching  cameras. 

*  S*O.P*  for  monitoring  security  areas  In  case 
of  notification  of  disturbance* 

> 

>^ 

Si 

C 
. 

Objective  1 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

D^ca    I  People     I  Things" 


Data     [  PtSople    1  Things  j 


1;    Roas.    }   Mach.      [  Lang. 


F.  -  LEVEL 


F.  ORIENTATION 


T 


2^      \  UO^ 


\  INSTR. 


G*  D. 


TASK  NO. 


2B 


GOAL: 


i OBJECTIVE: 


TASK;  Oiperates  telephone  switchboaawi/radio  equipment/alaxm  systems /control  panels  for  intercom  and 
internal  gecurity  doors  according  to  standard  operating  instructionsj  placing/anawering  calls/ 
responding  appropriately  to  electronic  signals  periodically  checking  -the  operation  of  the 
equipment  in  order  to  provide  comitmnications  service  to  the  operation  of  the  institution. 


to 


c 


C 

to 

U 
O 


PERFORMANCE  STANDARDS 

liEBCfllFPrVEa 

.    Calls  on  all  gystemfi  are  ansvered  promptly 

and  Courteously. 
.    Appropriate  action  is  promptly  taken. 
.    Voxlc^r  carefully  observes  operating  instuctions 

for  equiimient^  policy  for  operation  of  each 

eastern. 

BUMIfltlCiL; 

Li  X  tljue^  fewer  than  X  complaints  that  calls 
on  acQT  system  wxe  not  promptly  answered. 
In  ^  tljue^  fewer  than  2^  number  of  shut  dovns 
of  equipment  due  to  operator  error. 


> 

XJ 

O 

o 


TRAINING  COMTENT 

PDNCTIONAL; 

*  How  to  use  radio  equipment. 

Hov  to  use  telephone  switchboards. 

*  How  to'  perform  routine  maintenance  chedcs 
on  electronic  eqtiipment. 

SEECXFTC; 

.    Equipment  in  the  control  center. 
.    Piolicy  regarding  the,  use  of  each  syst«ii. 
.    Operating  instructions  for  the  equipment. 
.    How  to  check  procedures »  calibration. 


53 
> 


PERFORMANCE  STANDARDS 


TRAINIKG  COKTEOT 


ERIC 


Data   1  ?eople     \  Thir^gs 

Dtata     i  People    j  Things 

li    Reas*    1  Math^      {  Lang* 

W,  F,  -  LEVEL 

F.  -  ORIENTATION 

INSTR*     1                G.  E.  D. 

TASK  NO. 

li     1       U       1  lA 

609i      !      3096    1  1094 

U        1      5                1  U 

PA.K.  13 

GOAL: 

OBJECTIVE; 

TASK;  Assesses/evaXuatea  the  behavior  of  clients  in  the  luiit  aetting,  paying  special  attention  to 

unuBuaX  or  atypical  behaviort  depression!  anti*aocialiamt  agresaivenesst  etc^t  obaervin^^  and  , 
lateractinff  wli^i  clienta  ^diile  performing  other  xuiit  taskst  in  order  to  reniaxn  effectively 
cognizant  of  the  moods  of  clients  ±sx  the  unit* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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>^ 

TDNCTIQNALt 
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*^ 
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*  VotSkt  makes  an  effort  to  l>e  aware  of  client 
activities  wulle  perromLing  oxner  xetaiCB* 

*  Voidcer  Is  sensitive  to  the  jnoods  of  the  people 
in  his  unit* . 

*  Vozker  Is  alert  for  signs  of  depression, 
anxiety* 

'  *    Bbv  to  casually  observe  another  person* 

*  ilov  xo  recognxze  ooncU-vions  sucn  as  oepreasj^onf 

*  antl-aocialism,  agressivweas,  etc* 

*  '  How  to  recognize  pattern  in  a  client*  s  moods* 

BBECIFlCi 

1 

< 
C 

§ 

O 
*H 

5 

a 
o 

HOHERICAL; 

*  Xn  X  tinbe,  femr  Ulan  X  number  of  attempted 
sulfides,  extreffiely  agressive  attacks  by  pereons 
^o  have  not  been  identified  by  voxker  as 
^tentlal* 

*  ^  X  tliDet  fewer  than  X  luoober  of  conqplaints 
tnm  climts  tiiat  wDidoer  is  constantly  watching 
him* 

*  Background  of  specific  clients*' 

*  Behavior  standards  at  the  institution* 

*  Xdnes  of  responsibility  for  client  conduct* 

*  What  to  do  if  severe  changes  in  client  moods 
occur* 

'    '                      PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   i  People    1  Things 

Data     I  People    [  Things 

I 

J    Reas.    i   Math*     \    Lang*  j 

— 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IMSXR. 

G*  E*  D*              ^      ^  TASK  NO. 

4       1      2          1  lA 

70%            25%       i  5% 

4 

4        j      1               4          jpA.K.  14 

GOAL; 

objective: 

TASK:  Analyzes  reports  submitted  by  interview  teams  who  have  questioned  persons  involved  in  an  actual/ 

potential  disturbance,  supplementing  these  reports^  as  necessary^  with  own  knowledge  of  the  persons  ^ 
involved  and  further  or  n^jre  extensive  interviews,  in  order  to  determine  the  causes  of  and  responsi- 
bility for  disturbances  and  recoranend  disciplinary  action^  if  necessary. 

PERFOItMANCE  STANDARDS 

TRAINING  CONTENT 

rESCRIPTlVE; 

FUNCTIONAL* 

>• 

r: 
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c 

§ 

•H 
C 
f3 
CO 
9^ 

*  Determination  of  causes/responsibility  is  objec- 
tive, realistic,  thorough* 

*  Assures  that  conflicting  reports  are  rechecked 
and  cross  checked* 

*  Is  alert  for  ln4ications  of  more  extensive 
involvement. 

*  Is  sensitive  to  the  known  biases  of  the 
Interview  teams* 

■ 

« 

*  How  to  assess  written  reports  and  relate  this 
assessinent  to  prior  knowledge* 

*  How  to  recognize  conflicts^  in  statements. 

*  How  to  recognize  biases  of  investigating  tesnts 
in  their  reports* 

*  How  the  Institutional  setting  affects  the  people 
who  live  in  it. 

SPEClFICr 

O 

NUMERICAL: 

Objective     1    Goal  | 

.    DetexmlnAtlon  of  causes/responsibility  Is  upheld 
by  supervisor  at  least       of  the  time* 

,    Upon  review  of  reports,  fewer  than  X  number  of 
conflicting  statenents  are  noted  that  were  over- 
looked by  the  worker. 

*  Knowledge  of  the  nature  of  the  incident. 
Knowledge  of  the  background  of  the  persons 
Involved  in  the  incident* 

*  Knowledge  of  interview  team  menibers  known 
biases* 

,    Knowledge  of  possible  disciplinary  action. 

■  PERFORMANCE  STANDARDS 

TRAINING.  CONTENT 

C 

tz 

(T 
Q 

*H 
U 
CJ 
N 

*H 

c 

u 

a 
c 

o 
0 

Data    i  ?eOple     |  Things 

Data     1  l^eople    [  Things 

! 

Reas.    )  Math.     [  Lang. 

V.  F.  *  LEVEL 

W.  F.  *  ORIENTATION 

_INSTR. 

G.  E-  D. 

TASK  NO- 

4      1       ?         1  lA 

1       60      i      35       1  5 

3 

3       1      1        I  4 

PA.K.  15  ' 

GOAL: 

OBJECTIVE: 

> 
1— 

1 

<: 

0 
* 

TASK;  Evaluates/investigates  incidents  of  inmate  rule  infractions  upon  request,  checking  all  aspects  of  the 
situation,  gathering  evidence  from  witnesses/principles,  referring  to  agency  manuals  as  needed,  in 
order  to  prepare  an  objective,  impartial  report  for  the  Adjustment  Committee  to  use  In  determining 
possible  disciplinary  action* 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Worker  conducts  an  unbiased,  thorough  Investigation. 
.  Prepares  a  clear,  accurate  comprehensive  report. 

NUMERICAL: 

.  In  X  time,  fever  than  X  complaints  that  reports  were 

incomplete  or  biased. 
.  Over  X  period  of  time,  at  least       of  reports  are 

judged  by  \iie  Adjustment  Committee  to  be  helpful  and 

informative. 

.  Reports  are  always  prepared  in'X  time  before  the 
Committee  meets  to  determine  action. 

TRAINING  CONTENT 

FUNCTIONAL! 

.  Proper  procedures  to  follow  in  conducting  an 
Investigation 

.  How  to  prepare  reports  concerning  social  function- 
ing using  data  from  various  sources 

.  Experience  in  working  with  residents  of  a  penal 
institution 

SPECIFIC! 

.  What  information  to  include  in  the  reports  for  the 

Adjustment  Contnlttee 
.  When  to  have  the  report  complete 

.  Knowledge  of  the  institution's  operation,  policies, 
and  physical  facilities 

PERFORMANCE  STANDARDS                                                           TRAINING  CONTENT 

ERIC 


1     Objective    i    Goal      I       Organizatlohal  Unit  j 

Data     People    f  Things  i 

Data     1  People    [  Things 

i    Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR, 

1                G.  E.  P. 

TASK  NO, 

3B    1       3A       i  lA 

50            40       I  10 

3 

1        3       1       2        I  3 

PA.K.  16 

GOAL: 

OBJECTIVE: 

> 

H 

hi 
< 

o 

. 

task:  Determines/decides  the  clothing  needs  of  young  clients  of  the  residential  unit,  discussing  with  clients 
size,  style,  rabric,  and  supply  on  hand,  initiating  proper  requisition  forms  according  to  5.0.P«, 
maintaining  an  adequate  wardrobe  for  each  client^  according  to  the  dress  code  of  the  institution,  in 
order  to  insure  that  they  will  be  appropriately  dressed  for  all  occasions. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Accurate  evaluation  of  condition  of  present  wardrobes, 
.  Good  Judgement  as  to  the  needs  for  various  occasions. 
.  Awareness  of  cost  of  over^supply  in  view  of  style 
change  and  growth  of  clients. 

NUMERICAL; 

.  riv  TooE^v  man        u  l  cixen  ts  cvnipj.aLn  Liiaavquacv 
supply. 

.  Less  than       of  supply  becomes  obsolete  or  unusable. 
.  In  TXX  of  decisions,  client  supports  worker  in  choices, 
,  X}L  of  clients  have  adequate  supply  of  clothing 
according  to  agency  5.0. P. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  Ability  to  estimate  the  needs  of  different 
individuals 

.  Ability  to  perceive  size/style  trends  and  likes 

and  dislikes  of  the  clients 
.  Ability  to  involve  clients  in  decision-making 

process 

SPECIFIC: 

.  Knowledge  of  the  durability  of  different  fabrics 

according  to  usage 
.  Knowledge  of  estimated  growth  patterns  of  the 

different  age  groups 
.  Knowledge  of  institutional  dress  code 
.  Agency  S.O.P.  regarding  requisitions 

PERFORMANCE  STANHARDS 

TRAINING  CONTENT  ^ 

ERIC 


Data    1  People     |  Tilings 

Data     1  People    \  Things 

Reas.    1  Math.     )   Lang.  j 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR,. 

G.  E,  D.                      1  TASK  NO. 

3B     1      3B        [  lA 

40      1      55        \  5 

3 

3        1      2          I      3          1  PA.K.  17 

GOAL: 

OBJECTIVE: 

1 

i 

T 

TASK;  Assigns  tasks/directs  activities  of  cottage  residents  ih  their  daily  activities  (i*e-,  cottage  clean- 
grooming)  meal  servings  recreation,  homework,  etc.),  following  institution's  supervisory  standards 
and  guidelines,  in  order  to  insure  that  residents  perform  their  tasks,  and  that  cottage  operation  is 
smooth  and  efficient. 

PBRFORMAHC£  STAl^ARDS 

TRAINING  CONTENt 
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descriptive; 

*  Assignments/directions  are  clear,  complete,  and 
thorough. 

.  Performance  standards/requirements  are  within  the 

capabilities  of  residents^ 
.  Worker  has  considerate^  patiebt  and  tactful 

attitude  toward  residents. 

NUMERICAL: 

♦  Fewer  than  X%  of  residents  in  X  period  of  time  com- 
plain that  assignments  were  unrealistic  or  unclear* 

.  Over  X  period  of  time,  there  are  only  X  complaints 
that  cottage  clean*up,  etc.,  was  incomplete/ 
inadequate. 

PypiCTIONAL: 

^  How  to  positively  involve  clients  in  decision- 
making process. 

.  How  to  develop  and  maintain  working  relationships 
with  others. 

.  utjw        UrViivcjr  xnzot macron         o  spcuri.irj.Ur  ouu^enUrC 
.  How  to  relate  and  compare  data. 
.  How  to  design  and  assign  tasks  to  fulfill 
objectives. 

specific; 

.  Supervisory  standards  and  guidelines  within  the 

institution. 
*  Specific  work  to  be  completed. 
^  Capabilities  of  residents. 

> 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

er|c 
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Data   1  People     1  Things 

Data     1  People    [  Things 

Reas.     {    Math.      |  Lang. 

W,  F,  -  LEVEL 

W.  F.  -  ORIENTATION 
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G.  E.  D. 

TASK  NO. 

35     1       3          1     lA  1 
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PA^K.  18 

GOAL: 

OBJECTIVE; 

TASK:  Assigns  tasks/directs  work  activities  of  others,  determining  the  procedures  to  be  followed  in  solving 
any  daily  work  problems  (i.e.,  lack  of  Important  supplies,  disagreements,  illness  of  subordinates  and 
reassignment  of  their  tasks,  etc,)>  following  institution's  policies  and  procedures,  in  order  to 
ensure  that  cottages  are  properly  staffed,  supervised,  and- equipped  for  efficient  operation. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective     !    Goal      |       Organlyiational  Unit' 

DESCRIPTIVE: 

.  Etecislons  are  consistent  with  all  given  data. 

.  Worker  is  courteous^  pleasant,  respectful  of  others* 

feelings,  yet  firm  when  informing  them  of  actions 

to  be  taken. 

.  Worker  correctly  assesses  daily  work  problems. 
.  Assignments  and  expectations  are  communicated 
clearly. 

NUMERICAL; 

.  Only  X3L  of  personnel  informed  of  actions  to  be 
takers  complain  over  X  period  of  time  of  worker's 
manner,  unclear  assignments. 

.  Only  X  con^laints  over  X  period  of  time,  that  daily 
work  problems  were  Incorrectly  assessed,  or  that  the 
procedures  followed  did  not  alleviate  problems* 

FUNCTIONAL ; 

.  How  to  apply  policies/procedures  to  dally  work 
problems 

.  How  to  courteously,   tactfully,  calmly  and  objec- 
tively deal  with  others 
.  How  to  organize  a  work  operation 

SPpCIFIC: 

.  Institution's  policies  and  procedures 

.  The  dally  work  schedules^  procedures^  capabilities 

and  habits  of  subordinat.es 
*  Howy  where,  and  who  to  Inform  of  actions  to  be 

taken 

.  Staffing/supervision/equipment  requirements 
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FERFORmNCE  S^DARDS 

TRAINING  CONTENT 

ERIC 
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W.  F.  -  LEVEL 
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TASK  NO* 
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PA.K.  19 

GOAL: 

OBJECTIVE; 

TASK;  Counts/checks/examines  institutional  weapons  and  arimunitions  supply  (gas,  mace,  etc.)  checking  the 
age  of  the  aninunition  and  for  defective  weapons,  referring  to  institutional  manuals  and  regulations 
as  needed  and  relying  on  knowledge  of  the  supplies/weapons  needed  for  security,  determines  what 
ammunition  to  order  and  what  weapons  need  to  be  repaired/replaced  in  order  to  maintain  security 
supplies  at  necessary  levels. 

cial  Unit 

FERFOBMAKCE  STANDARDS 

descriptive: 

.  Accurately  determines  what  armory  supplies  to  order 

(gas,  mace,  etc.). 
.  Carefully  checks  the  working  order  of  the  weapons. 
,  Carefully  inventories  security  supplies  for  the 

armory. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  Knowledge  of  the  proper  function  of  weapons 
.  Sefcurlty  requirements  of  a  penal  institution 
^  Safety  regulations  for  handling  weapons  and 
ammunition 

,  Potency  of  (gas,  mace>  etc.)  as  they  age 

> 
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NUMERICAL: 

.  Upon  review  , fewer  than  X  weapons  are  defective. 

.  Upon  review  sufficient  quantities  of  ammunition  are 

on  hand  for  security  requirements  of  the  institution 

as  determined  by  institutional  manual. 
.  Conducts  art  inventory/ check  at  least  every  X  period 

of  time. 

SPECIFIC: 

.  Knowledge  of  the  weapons  in  the  institution's 
armory  . 

,  Inventory  level  to  be  maintained  for  the 
institution 

.  Knowledge  of  institutional  manuals  and  regulations 
.  Knowledge  of  this  institution's  security  require- 
ments 

Objective    1  Go 

PEEtFORMMICE  STAHDARDS 

TRAINING  CONTENT 

ERIC 
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TASK  NO. 
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PA*K*  20 

GOAL: 

OBJECTIVE: 

TASK:  Reviews/evaluAtes  the  work  performance  with  correctional  officers  in  the  cell  house,  checking  for 

order,  cleanliness,  security  in  the  cell  house  and  the  proper  filing  of  reports  (i.e.,  discipline  , 
problems^  repairs,  count);  working  out  daily  routine  problems,  in  order  to  advise  subordinate  officers 
of  needed  improvement  and  procedural  changes  for  smoother  operation* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENt 
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DESCRIPTIVE: 

*  Worker  advises  subordinates  in  a  pleasant^  helpful 
manner  * 

*  Carefully  explains  procedural  changes* 

*  Evaluations  are  accurate  and  complete* 

NUMERICAL: 

*  In  X  time,  fewer  than  X  complaints  are  received 
from  subordinates  about  worker's  manner  or  failure 
to  clearly  explain  procedures* 

*  Upon  review  less  than  X  cases  where  worker  failed 
to  recognize  needed  improvement  of  subordinates* 
performance* 

FUNCTIONAL: 

*  Experience  in  supervision 

^  Knowledge  of  standards  for  penal  operations, 
security 

*  Knowledge  of  institutional  standards  and 
procedures 

*  Knowledge  of  requirements  for  filing  reports 

*  Knowledge  of  subordinates*  responsibilities 

*  Knowledge  of  institution's  supervisory  guidelines 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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PA.K.  21 

t 

GOAL? 

OBJECTIVE: 

TASK;  A4inliiister8  first  aid/calms  persons  injured  in  accident^  atteo^ting  to  ascertain  the  extent  of  the 
injuries  and  how  they  were  sustained^  notifying  designated  authority  and  requesting  medical  assis* 
taiice  as  needed^  following  institutional  policy  concerning  accidents^  in  order  to  miniotize  the  effect 
of  the  accident* 

PERFOliimNCE  STANDARDS 

■TRAINISG  COKTEMT 
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DESCRlFTIVEl 

FUNCTIONAL: 
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4    W>rker  acts  quickly  in  a  calm/composed  mdtmer« 

*  Eottploys  accepted  fixst  aid  techniques* 

.    Att^iDDt s  to  ftvAluAte  extent  of  in^urv^  cause  of 
accident;  does  not  unduly  upset  patient* 

HDMERICAL; 

*  In  X  tine^  fewer  than. Z  complaints  from  attending 
physicians  about  first  aid  techniques* 

4   worker  never  becoaies  distraught* 

Knowledge  of  first  aid  techniques* 

*  How  to  be  reassuring^  remain  calnt/coDtposed  while 
.  dealing  with  an  accident  victtta* 

*  -How  to  evaluate  the  extent  of  injuries* 

*  How  to  Investigate  the  cause  of  an  accident* 

^FEcl^C: 

*  Proper  authority  to  notify  concerning  accident* 
'*    Institutional  policy  cimcemlng  accidents* 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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PA.K.  22 


GOAL: 


objective: 


TASK:  Dresses /bandages  wounds  of  Inmates/staff  in  absence  of  doctor/nurse,  applying  antiseptics  as  aecessarj^ 
following  agency  policies  and  procedures  for  handling  injuries,  and  using  knowledge  of  first  aid  in 
order  to  control  bleeding/prevent  infection/ care  for  wound  of  staff  member/inmate. 


to 
to 
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PERFQRMAMCE  STANDARDS 

DESCRIPTIVE; 

.  Proper  care  is  given  to  dressing /bandaging  wound. 
.  Worker  is  gentle  and  reassuring. 

.  Worker  uses  good  judgment  in  determining  seriousness 

of  wound  and  proper  handling. 
•  Worker  completes  task  in  reasonable  amount  of  time. 

NUMERICAL; 

.  On  review  by^  doctor >  worker  cared  for  wound  correctly 

at'least  ICt  of  the  time. 
.  No  more  than  X  complaints  from  itunates/staf f  that 

dressing/bandage  was  done  in  an  ungentle  manner  over 

X  amount  of  time. 


o 
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TRAINING  CONTEHT 

functional: 

.  How  to  administer  first*aid 
.  See  G.E.D. 

SPECIFIC: 

.  Knowledge  of  location  of  supplies 
.  Knowledge  of  Supplies  available 
•  Knowledge  of  reports  that  must  be  made 
.  Knowledge  of  agency  policies  and  procedures 
for  handling  injuries 
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PERFORMMKE  STANDARDS 
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PA.K.  23 

goal: 

OBJECTIVE: 

> 

i 

< 

TASK;  Biecuaaea  with  atudents  in  small  grot^a  problems  they  anticipate  in  oonformin^  to  acceptable  nodes  of 
aoclal  behavloTi  infoTmfng  ilieia  of  vtiat  vlll  be  expected  of  them  vhen  they  leave  the  Institution  (i.e.  i 
vakiiif  tii^mselvea  up  each  momingi  buying  foodi  etc.)  and  diacuaalnf  rlaks  involved  with  dnig&i  alcoholi  ^ 
venereal  diaeasei  etc.  i  ualnf  fllnaa  and  open  diacusalon  in  order  to  persiiade/encoura^  atudenta  to  behave 
in  manner  idilch  will  help  ihem  to  adjust  to  comnnmity  life. 

PERFORMANCE  STANDARDS 

SiBSCSIFTIVB: 

Sl8cni08lon0  are  perotiaslvet  intereatln^t 
pertlnent^and  helpful. 
.   Worker  la  open^  reserves  judgementt  and 
11a tens. 

SOKBBIOALt 

*    Over  j£  period  of  tlBet  at  least      of  Oib 
studmts  xeport  discuBsiona  helpful. 

.    Over  £  period  of  tlmef  no  niore  than  X  number 
of  complaints  axe  received  concerning  aiqr 
factor  of  the  dieouaslon  and/or  noiScor^B 
manner. 

TRAINING  CONTENT 

mNCTIONA: 

.    HbV  to  conduct  small  groiap  discussions. 

*  Hbv  to  use  grovi^  techniquee  to  modify 
behavior. 

*  How. to  operate  a  film  projector* 

.    Khovled^  of  adjus-hnent  problems  of  young 
people. 

.    Xhowledge  of  atudentei  tiielr  expeatatlons 
and  probloDs. 

*  &iowledge  of  operation  of  institution's 
film  projector. 

.    ^Ktwledge  of  counselora* 

PERFORMANCE  STANDARDS                                                                TRAINING  CONTENT 

Data   j  People    |  Things 

Data    !  People    I  Things 

|l    R€:is.    I   Math.      )    Lang.  | 

lU  F.  -  LEl'EL 

W.  F.  -  ORIENTATION 

INSTR.                     G.  E.  D.              •        TASK  NO. 

h      I    he       1     lA  ^ 

h          1     h               1         I      ^         IPA.K.  24  ' 

GOAL: 

OBJECTIVE: 

TASK;  calnts  and/or  counsele  a  Btudent  i^set  by  problem«^»  ^ynrpathizinff  with  student^  exploxtng  available 

optionflf  encoMraging  and  stflfporting  solutions  that  will  not  further  compound  the  difficulty  In  order  v 
to  help  the  student  cope  with  a  crisis  situation. 

PERFOiSMANCE  STANDARDS 

TRAI^aNG  COJniENT 

JESCEIPTIVE: 

7DNCTI0HAL: 

> 

:  C 

s 

u 

« 

.    Voxicar  Is  open-alDded,  receptive  i  persuasive 
and  demonstrates  an  understanding  of  student 
feellngBJ 

*    Voi9cer  attempts  to  discourage  any  student  . 
action  idiich  would  jeopaxdiste  his  rehabill** 
t&tion* 

.    How  to^  relate  to  a  troubled  juvenile 

and  c<^if  ort  him. 
.    How  to  assist  an  Individual  to  Identify 

and  cope  with  feelings  of  hurti  an^r, 

QXB  appoxniiiienx. 
*    General  Icnowledj^  of  couneellns  skills* 

*^ 
< 

C, 

g 

JfUKBRZClLl 

i*l 
o 

r-l 

O 

o 

.    Over  X  period  of  tlae»  no  nore  than  of 

vox)oer*8  students  cociplaln  of  voi^r^s 

interference* 
*    Over  2  jp^iod  of  tlBSf  no  more  tlian  of 

yoABT^B  students  violate  ODegulations,  When 

troubled* 

.   fiiowled^ee  of  student  and  his  problems. 
.    Khowled^  of  institutional  regulations. 

-  PERFORMMICE  STANDARDS 

TRAINING  COHTBNT 

ERIC 


Dati   i  People    1  Things 

Data     t  People    I  Thinss 

Reas.    t   Hach.      |  Lang. 

f 

1    Oblccfcivc    1    Coal     1       Orcanizafcional  Untt 

W.  F.  -  LEVEL 

W.  F.  -  ORIEMTATIOK 

IISTR. 

G.  E.  D. 

TASK  XO. 

I  , 

k      I     U        }  lA 

^                1         I  li 

PA.K.  25 

GOALi 

OBJECTIVE: 

jl 
> 

1 

SI 
Si 

HASKi  I^Boribes/provides  course  descriptions/transcripta  to  local  school  officials  concexnlne  the  programs 

in  lAiich  client  hsB  been  enrolled  at  tlie  State  institution^  descrihine  i^e  client^s  general  prpgressr  . 
and.ihe  findings  of  Ihe  Institutional  staff  that  xaoy  have  bearing  on  the  cllent^s  educational  pex^  ^ 
foiniance  after  being  released  £com  i^e  institution^  in  order  to  increase  the  understanding  of  i^e 
client*8  current  education  develoinnent  by  i^e  personnel  in  i^e  school  district  to  vhich  client  is 
transferred* 

^  '                       PERFORMANCE  STANDARDS 
IBSGfRimVE: 

*  Description  is  alear^  oc»npr»hensiver 
accurate  and  objective* 

*  Vbricer  is  artieulater  open^  and  perceptive* 

*  Vbiker  is  courteous  and  buslnesslilce* 

numsiuuaiif 

*  Over  X  pwiod  of  timer  fever  tiian  X  coi^plalnte 
that  Infoxnation  ia  imelear/AlsleaSlng* 

*  School  offlcialfl  an  briefed  «aoh  time  a 
client  transfers  to  a  piiblic  school  program* 

■TRAINING  CONTENT 

FONCTIONALs 

Hdw  to  describe  and  dlsoiias  a  student*  s 
educational  proffress  and  adjustment. 

•  How  to  ejgplain  Institutional  ^sograaaz 
' .  their  purpose,  their  function,  etc. 

.    How  to  prepare  and  present  detailed  material 
±Ti  sn  uxoiriiiax  oiscussion  sec cug* 

.  SEBCIFICr 

-*    She  individual  client*  s  pTOgEam,  progress 
and  adjustment* 

*  Vhioh  local  school  to  contact'  and  nhat 
individuals* 

• 

•     -                     PERFORMASCE  STANDARDS                                                              TRAINING  CONTEKT 

Data   1  People    i  Things 

Data     1  People    I  Things 

Reas.    1  MaCh.     [  Lang. 

tf.  F.  -  ORIENTATION 

G,  E,  D. 

TASK  NO, 

3B      i     U        1     lA  ^ 

^         i       ^         I  ^ 

PA.K.  26 

GOAL: 

OBJECTIVE: 

TASK:  Selects/fipathers/searches  for  exaniples  of  dif/erent  types  of  recreational  activities  feasible  for 
the  institutiottT  applying  knowledge  of  facilities  available  for  oonductinff  various  types  of 
a(^vities  and  considering  tiioe  and  budget  limitations ^  in  03:?der  to  prepare  a  list  of  examples 
to  be  xised  by  IJie  recreational  council  for  setting  up  a  seasonal  program. 

PERFOBMANCE  STANDARDS 

TRAINING  CONTENT 

ISSCBIFEIVE: 

PONCa?iaNAI.: 

> 

1 

o 

JJ 

<3 

^3 

g 

to 

M 
O 

*— t 
<3 
O 

o 

.    Assured  ihB,t  examples  are  accurate  and 
conrprehenaive. 

•  Writes  in  oleaf  and  concise  i&anner* 

*  Considers  infoxsiation  regarding  costr  tiiDer 
and  ther«3?eutic  value  in  vritlng/oboosing 
exaniples. 

■nnoiLt 

.    Less  than  ^  of  oounoll  members  oomplain  that 

descriptions  are  Inaccurate. 
.    All  examples  axe  clearly  described  and 

financially  possible. 

* 

.    Abililgr  to  write  olear^  descriptive  eacamples. 

.   Abili^  to  choose  examples  of  adequate  value 
in  relation  to  cost  and  time. 

SFECIFlCt 

.    Knowledge  of  financial  and  tiine  limitations. 
.    Knowledge  of  therapeutic  value  of  the 

different  possibilities. 
.    Knowledge  recreational  activity  needs  of 

clients. 

.    Knowledge  of  facilities  available. 

. 

■  PEKFOSM&KCE  STANDARDS 

TRAINING,  CONTENT 

Data    )  People     |  Things 

E)ata     1  People    j  Things 

|t    Reas.    )   >fath^      }  Lang. 

1 

W.        -  LEVEL 

W.  F.  -  ORIESITATION 

INSTR*     1  D* 

TASK  KO* 

2      1        U      !  U 

1         1     1                1  2 

PA.K.  27 

GOAL: 

OBJECTIVE  1 

TASK:  Writes/records  1^  names  of  residents  (clients)  in  the  cottage  \itio  axe  .eli^ble/available  for  a 

recreational  activity!  iising  standard  availability  list,  in  order  to  inform  the  activity  supervisor  ^ 
of  the  names  and  niimber  of  residents  eli^ble/available  for  recreational  activitiss>  so  he  can 
reviss  tfas  activity  accordingly. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

DGSCRIPTIVEi 

PUNCTIQKALi 

*^ 

V    The  list  is  prepared  within  aeen<^  time  limits. 
*    List  is  aocuxate  and  legil>le* 

.    Ability  to  vrita  Isgibly. 
.    See  G.£.D. 

— ^ 
CC 

§ 

HUMBHICALt 

SISCIFICt 

< 

JJ 

Of 
O 

.    In  X  time  fever  than  X  errors  on  lists — (numbers 
or  Mmes)* 

* '  In  X  time  fewer  iiban  X  complaints  from  activity  ^ 
supervisor  lliat  list  was  not  available  on  time 
or  list  vas  illegible. 

.    Ehowled^  of  the  eligibility  or  availability 

of  clients  for  the  activity* 
.    S.O.F.  for  preparing  availability  Hat. 
.    Ehovledge  of  standard  availability  list  and 

how  to  utilize  it. 

* 

o 

C: 

O 
O 

o 

* 

PERFORHUTCE  STAHEARDS 

TRAINING  Q5HTENT 

ERIC 


tta    I  People     |  Things" 
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[]    Reas .    I   Math  ^     \    Lang  ^  [ 
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TASK  KG, 


4B 


U 


65% 


A*K*  28 


GOAL: 


OBJECTIVE: 


TASK;  Teaches/tnstructs/demonstrates/describes  to  group  life  staff  (youth  services  workers),  how  to  plan 

and  provide  recreational  activities  In  an  Institutional  living  unit,  applying  knowledge  of  activities^- 
and  ^detootistrationj  techniques,  in  order  to  train  staff  in' providing  a  continuous  recreational  program 
at  the  living  unit  level* 


c 
o 

u 
o 


rs 
C 


> 

u 
o 

o 


PERFORMANCE  STANDARDS 


SESCRimVE: 


*  Worker  speaks  clearly  and  uses  appropriate 
demons  t rat  ions  *  | 

*  Selects  materials  tha!t  reflect  sound  recreational 
theory  and  practice*  ] 

KUHEKICALt 


No  more  than       of  conplaints  from  cottage  staff 
ahd'clients  about  worker's  manner* 
No  more  than  X  number  of  activities  are  assessed 
as  being  inappropriate  for  tlie  group/the  setting* 
No,  more  than  X  complaints  are  received  from  cottage 
staff  that  vorker^s  instructions/demonstrations 
Here  Inadequate/confus:  jtig* 


TRAINING  CONTENT 

FtmCTIQNALi 

*  Knowledge  of  theory  and  practice  in  the  field 
of  recreation* 

t'  Knowledge  of  fundamental  teaching  skills* 

*  How  to  clearly  describe  and  illustrate  ideas 
and  programs  in  a  clear,  concise  manner* 

SPECIFlCt 

,*  Specific  knowl^ge  as  to  how  the  recreation 
program  contribute^  to  the  overall 'purpose, 
goals,  and  objectives  of  the  institution* 

*  Knowledge  of  the  strengths  and  limitations 
of  cottage  program  and  staff* 


5 


PEKFORM.\NdE  StAHDARDS 


TRAINING  CONTENT 


ERIC 


Data   1  People    1  Things    j     Data       People    I  Things 

!i    Reas*    1   Math*     [  Lang, 

F.  -  LE\^L                            -  ORIENTATION 

I ISISTR. 

G.  E.  D. 

TASK  NO. 

4     1     4A        I      lA        I  1 

5 

5  Ills 

PA.K.  29 

GOAL; 

OBJECTIVE: 

TASK;  Explores/discusses  with  subordinates  in  sniall  group  session^  new  ideas  in  penal  philosophy/practice 

assessing  local  constraints/applicability  of  new  techniques/approaches^  assigning  re'sponsibillty  for  ^ 
preliminary  pilot  vork**up^  drawing  on  own  knowledge  of  program  planning  techniques  and  penal  philosophy 
in  order  to  keep  stsff  informed  and  to  infuse  new  ideas  into  department* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEMT 

DCSCRimyE; 

FUNCTIONALt 

£ 
o 

*  '  Discusses^  with  subordinates,  new  developments  in 

the  field*  ' 

*  Discussions  with  subordinates  are  informative  and 
helpful* 

*  Carefully^  fully  discusses  new  program  plans* 

*  How  to  convey /discuss  idess* 

*  ExtCAsiVe  knowledge  of  penal  philoaophy/institu** 
tions* 

*  Knowledge  of  program  planning  techniques* 
SPECIFIC t 

> 

<■ 

£=; 

MUMERICALt 

Objective     |    Coal     '|  Orpati 

*  Su}>ordlnstes  denuntstrste  sn  understanding  of  new 
Philosophy  in  X  period  of  time  after  discussions* 

*  Fewer  than       of  new  idess  prove  impractical  on 
impleonent  s  tlon  * 

*  New  ideas  snd  philosophy  in  the  field* 

*  Reslity  conditions  and  limitations  spplicabl*  to 
the  Institution* 

i 

PERFORMAHCE  STANDARDS 

TRAINING  CONTENT 

r 


ERIC 


Data   1  People    1  Things 

Data     t  People    1  Things 

i 

Reas.    1  Math.     |  Lang. 

W.  F.  *  LEVEL 

W,  F.  -  ORIENTATION 

INSTR, 

G.  E.  D. 

TASK  NO. 

1      UA       i  U 

L        I       1  U 

PA.K.  30 

GOAL; 

OBJECTIVE: 

TASK;  Bxamines/evalxiates  the  Vocational  Department's  ^als  and  objectives/operations  in  conjunction 

vlth  the '  Institutional  goals  and  ol)jectives»  conferring  vith  other  department  headst  in  order  to  *^ 
detendne  how  to  tetter  coordinate  the  Vocational  Deparlanent's  activities  vith  those  of  the  entire 
institution* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT  - 

u 

*— t 

rt 

o 

IB^CRIFTIVEt 

.    Carefully  considers  all  facets  of  the  institution. 
Voilcer  is  considerate  of  Ute  various  department's 
goals»  time  schedules^  etc.»  and  department  heads- 
opinions. 

NUHUHIOATii 

FDNCTIONALt 

.    How  to  inanage  a  Vocational  Pzx)gram. 

*  Purposes  of  a  Vocational  Pro-am* 

.    Knowledge  of  correctional  ptoilos^hy- 

s^cmct 

*  Knowledge  of  the  institution's  goals  and 
ol)jectlvB8* 

*  Sow  the  Vocational  program  relates  to  the 
wtixe  institutional  goals* 

• 

■  > 
'  *^ 

^: 

^1 

g 

O 
*— t 

o 

— 

(  ^ 

*    In  X  tlme^  fever  "Qian  J[  complaints  liiat  the 

Vocational  Progrm  confllcte  vlth  the  institution's 

goals  and  ol)jeotlvas. 
.    In  X  time^  femr  than  X  complaints  fscm  deparbaent 

heads  that  vorkar  failed  to  c^isult  th^i  concerning 

reeofmended  changes* 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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W.  F.  -  LEVEL            t              F.  -  ORIENTATION 

XNSTR.                       G.  E,  D. 

TASK  NO. 

it      1      lA       i      lA       !      807.    1      I5y.     t  B% 

5       i     e            1      1  h 

PA^K*  31 

GOAL: 

objective; 

TAS^C;  Examines/evaluates  available  data  on  Incoming  students  xegardlng  vocational  program  assignmentSi 
oonaiderix^  the  etudent'e  epecial  problems>  interests  azid  ^alB>  applying  krtowled^  of  vocational 
training  and  aptitude  teats,  in  order  to  recommend  placement  in  a  vocational  program  for  the 

at\idetit* 

PERFOR^:Ai^CE  STANDARDS 

■TRAINING  CONTE^'T 

c 
*— t 
o 
a 

a 

u 

O 

(3 
O 
O 

o 

c 

IIB^GBIPTIVE: 

*  '  CaxefUlljr  examines  available  Information. , 

-  *    Tbe  best  placement  is  determined  for  the  atudent* 

NnNERICALi 

*  Vpon  routine  xevleVi  fever  than  ^  of  placements 

*  Kakea  a  reooimendation  yf  thin  X  tiJDe  after 
materiale/infoxmation  are  xeceived. 

.    Zhowledge-of  vocational  training  and  the 

escpeoted  results* 
*    Haw  to  interpret  results  of  aptitude  tests. 
^  .  TJnderstandittg  of  behavioral  science  as  it 

applies  to  vocational  training* 

. 

SUSCISlOt 

Complete  knowledge  of  the  vocational  programs 
available. 

.    Knowledge  of  the  client*  s  planned  goals  and 
objectives* 

.    How  the  vocational' program  affecta  the  total 
treatment  program* 

> 

i 

PERFORMWfCE  STANDARDS 

^               TRAINING  CONTENT 
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TASK  KO. 
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PA.K.  32 

1 

i 

GOAL; 

OBJECTIVE; 

1 

I 
t 
i 

TASK:  Hodlfies/alters/adapte  existing  treatment  progxamsi  basing  decisions  on  current  penal 

philosQplayi  in  order  to  provide  therapy  prograius  >ritii^  ^11  meet  individual  needs  of  the 
inmates  and  ^thich  are  consistent  vith  institutional  philosppl^. 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 
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I63CRXFTXVE; 

*    ConcluBiona  are  coneistent  vith  the  iiifoxmati6n« 
.    Evaluation  is  objective 

NDHERICAL; 

.    Less  than  3^  conflict  bettieen  data  and 
Infoxnkation. 

.    Lees  tiian  £  number  of  cOTplaints  from  Inmates 
or  staff  alKmt  adequacy  and  objectivenessi 
coBiple tones B  of  the  evaluation  in  X  ainount 

of  time. 

]^CTiaNAL$ 

.    Hov  to  analyze  data. 

.    Hov  to  distin^^sh  facta  from  assumption* 
.    Hov  to  infer  st^portable  conclusions  txam 
oaxa* 

.    Enovled^  of  basic  -Qieory  of  correctional 
institutions/p^ml  philosQplay. 

SPECIFIC  % 

Bx>w  programs  Con-teibute  to  ob^ectiye.' 
,  .   facilities  and  resources  of  institution. 
.    S>pecific  needs  of  inmates. 
.    Enovled^  of  institutional  philosophy. 

FERFORMMsTCE  STANDARDS 

TRAINING  CONTENT 

i 
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PA*K*  33 

GOAL; 

OBJECTIVE:  ■ 

TASK:  Co llects/asseoibles /sends  to  consulting  psychiatrist  a  packet  of  briefing  materials  (list  of  appoint* 
ments*  social  and  psychological  data)  relating  to  imnates  for  whom  evaluation  sessions  have  been  ^- 
sch^duled*  in  order  to  provide  diagnostic  material  to  psychiatrist  prior  to  scheduled  evaluation 
appointments* 

PERF0RMA5TCE  STANDARDS 

TRAINING  COfNTENT 

DESCRIPTIVE: 

PUNCTIONAL: 

> 

1-1 

n 

§ 

*  Briefing  materiald  are  collected  and  submitted 

in  a  timely  mannert 

*  All  materials  collected  are  relevant/ appropriate 
to  specific  imiateSt 

*  How  to^  sort/assemble/collate  materials  from 
several  sources, 

*  How  to  select  pertinent  information  from  a 
mass^^pf  data* 

w 
*^ 

< 

to 

NUMERICAL: 

SPECIFIC: 

fir 
O 
. 

Objective        Goal     1  Organic 

*  Briefing  material  is  delivered  to  consulting 
psychiatrist  one  veek  prior  to  appointment  In 
all  instances* 

*  Over  X  period  of  tinie*  no  more  than  X  con^laints 
are  received  from  consulting  psychiatrist  that 
all  necessary  briefing  materials  were  not  included 
in  the  padcet* 

*  Itonates  who  have  been  scheduled  for  psychiatric  - 
evaluation  and  consulting  psychiatrist* 

*  S*OtPt  for  psychiatric  evaluations*- 

*  Knowledge  of  location  of  case  files  and  how 
to -gain  access  to  them* 

*  Knowledge  of  the  tinie  and  date  scheduled  for 
psychiatric  evaluation  of  specific  limiates* 

-  PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   i  Peopla    j  Things    |     Data     !  People 
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TASK  ND. 


I     4  I  FA.K.  34 


iJ 


30% 


3% 


GOAL: 


OBJECTIVES 


TASK:    Investlgates/escamlned/discusses  with  a  client  (parolee,  pr^parolee,  probationer,  preprobatloner), 

the  conmunlty  altuatlon  and  the  client's  potential  for  successful  return  to  the  comminlty,  identify-^ 
Ing  and  analjrzlpg  general  goals  and  barriers  to  achieving  those  goals.  In  order  to  assess  the  client's 
situation  and  lay  the  foundation  for  planning. 


PERFORMANCE  STANDARDS 


DESCRIPTIVE  3 


O 


t3 

o 


ExamlTUitlon  la  complete  and  reliable,  information 
is  gathered  in  a  logical  and  objective  manner, 
fforker  ia  open,  perceptive,  and  rest>ects  and 
acknowledged  the  viewpointa  of  others* 

is  relaxed  and  fiendly,  putting 


\}6rker  *  i 
client  at  eaae. 


llDMBRICALs 


c 


Over  X  period  of  time,  at  least  Xt  of  plans  with 
clienta  are  brought  to  a  satisfactory  reaolution, 
as  determined  by  aupervisor. 

Over  2  period  of  time,  no  more  than  X  complaints 
£rom  client  that  worker  is  too  domineering  and, 
does  not  give  their  ideaa  enough  credit* 


TRAINING  CONTENT 


FUHCTIOMAL: 


*    Bow  to  investigate  and  examine  a  local  cramunlty , 
situat£0n;  biases.  Jobs  available,  favorable  and 
, unfavorable  circumstances,  etc. 

»    How  to  aasess  a  client's  potential  for  success* 

»    How  to  work  with  client  in  the  assessment  sta^e 
of  goal-orlented  planning. 

»    Knowledge  of  behavioral  science* 

SPECIFIC: 


Some  knowledge  of  background  Information  about 
the  client* 

Knowledge  of  comnmity  altuatlon* 
Knowledge  of  goals  for  specific  client* 
Knowledge  of  barriers  to  achieving  goals. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data   1  People  .  |  Things 

Data     )  People    [  Things 

1    Reas*    1  Math*      |  Lang* 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR, 

G*  E*  D* 

TASK  NO, 

3B   1       2        1  lA 

40             55       t  5 

2 

3       i       I         I  3 

PA.K.  35 

GOAL: 

OBJECTIVE: 

TASK;  Explains/describes  to  cottage  parents,  events  which  have  occurred  or  medication  which  has  been  given 

to  residents  during  the  night,  using  written  reports  or  discussions,  following  agency  S.O.P.,  in  order 
to  inform  them  of  current  condition  of  residents* 

PERFORMANCE  STANDARDS 

TRATKTKG  CONTENT 

<a 
C 

o 

u 

§ 

O 

o 

o 

CI 

o 

DESCRIPTIVE: 

.  Explanations  are  clear^  accurate^  and  complete* 
.  Worker  is  amiable^  respectful  of  others'  opinions^ 
when  in  discussion  vlth  cottage  parents- 

*  Written  reports  are  legible* 

NUMERICAL: 

*  Over  X  period  of  tlme^  only  X  complaints  regarding 
worker's  manner^„or  that  explanations  were  unclear^ 
inaccurate^  incomplete  or  illegible. 

.  Reports  are  made  daily  or  with* shift  changes. 

FUNCTIONAL: 

.  How  to  explain  events 

*  See  G*E.D* 

*  How  to  get  along  with  fellow  workers 
Si'ELXr  XL: 

*  Agency  S.O.P.  for  reporting 

*  Where  to  obtain  written  reports  of  condition  of 
residents 

> 

u 

< 

o 

* 

FEKFORMAMCE  STAHOARDS 

TRAINING  CONTENT 

Data   1  People     |  Things 

Data     (  People    {  Things 

1    Reas.    1  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO. 

4        1        4A      1  lA 

40     1        55      1  5 

5 

5      I        1        I  A 

PA.K.  36 

GOAL: 

OBJECTIVE; 

TASK:  Discusses/explains/defines,  as  leader  of  cotta&i3  unit  team,  treatment  methods  consistent  with  treat* 
ment  plan  development  for  juvenile,  assessing  background  and  present  attitude  of  juvenile,  using  own 
knowledge  of  psychology  and  group  therapy  methods,  and  utilizing  inputs  from  other  team  members, 
under  general  direction  of  Director  of  Counseling  and  psychiatrist,  in  order  to  aid  unit  team^s 
development  of  the  treatment  methods  designed  for  a  particular  juvenile. 

Objective     1    Goal     ]    -  Organizational  Unit 

?ERFOmKCI  STANDARDS 

DESCRIPTIVE; 

*  Team  member's  method  of  treating  juyenile  is  con* 

sistent  with  team  plan. 
.  Worker  maintains  discussion  on  the  topic  at  hand. 
.  Worker  is  receptive  to  team  mendbers  input^  clarify-* 

ing  and  articulating  as  necessary. 
.  Worker's  advice  is  to-the-*point  and  beneficial, 
.  Wbrker*s  explanation  is  accurate  and  clear. 

numerical; 

.  Over  X  period  of  time,  not  more  than  XZ  of  team 
members  are  found  to  be  operating  inconsistently 
vith  team  plan. 

.  Over  X  period  of  time^  no  more  than  X  number  of 
complaints  are  ireceived  concaming  worker's  leader-* 
ship^  manner,  advice  and/or  explanations. 

TRAINING  CONTENt 

FUNCTIONAL; 

.  Knowledge  of  small  group  discussion  theory 
.  *A  general  knowledge  of  psychology  and  group 

therapy  methods 
.  How  to  interpret  data  concerning  a  juvenile  and 

apply  It  to  a  treatment  plan 

SPECIFIC: 

.  Knowledge  of  team  members  and  dynamics 
.  Knowledge  of  treatment  plan 
.  Knowledge  of  Director's  and/or  psychiatrist's 
advice 

.  Knowledge  of  attitude  of  juvenile,  his  background 
and  data 

i 
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PERFORMAMCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   I  People    1  Things 


Data    I  People    |  Things 


Reas.    I  Math.     j  Lang. 


3B  I 


W.  F.  -  LEVEL 


W.  F.  -  ORIENTATION 

[ 


INSTR. 


G.  E.  D. 


TASK  NO. 


T 


T 


I 


lA 


35 


60 


PA.K.  37 


GOAL: 


OBJECTIVE: 


TASK:  Explains /clarifies /discusses  opinions  concerning  cottage  living  problems  with  residents  and  other 

institution  staff  members  at  cottage  discussion  meetings,  promoting  discussion,  helping  participants 
to  express  feellngSi  referring  to  agency  policy  guides  as  necessaryi  In  order  to  Identify /solve 
problems. 


o 


PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

.  Worker  is  cleart  conciset  accurate  and  thorough  when 

exchanging  opinions. 
.  Worker  is  tactful  and  considerate  of  others*  feeling^ 
.  Worker  directs  conversation  toward  specific  problems 

and  remains  calm. 

NUMERICAL: 

.  Fewer  than  X  complaints  in  X  period  of  time  concern-^ 
ing  wrker's  lack  of  consideration  and/or  tactful- 
ness. 

.  Fewer  than  X  complaints  in  X  period  of  time  of 
worker's  inability  to  cooperate  with  others  in 
resolving  problems. 

.  Fewer  than  X  complaints  over  X  period  of  time  that 
purposes  of  meetings  were  not  achieved. 


o 


> 


u 
o 


TRATSTSG  CONTENT 

FUNCTIQHAL: 

.  How  to  conduct  small  group  discussions 
.  How  to  listen  to  and  Interpret  opinions  of  others 
.  How  to  express  information/opinions  to  a  specific 
audience 

SPECIFIC: 

.  Knowledge  of  the  opinions/personalities  of  staff 

members/resideHts  involved  in  meeting 
.  Agency  S.O.P.  for  policy  formulation/change 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


er|c 


Data  1  People    |  Things 

Data    1  People    \  Things 

Reas*    1  Math*     1  Lang* 

W.        -  LEVEL 

W.  F*  *  ORIENTATION 

INSTR* 

G*  E.  D. 

TASK  NO. 

5B   1        2        1  lA 

65     1       30      J  5 

4 

4      i        I        I  4 

PA.K*  38 

Objective: 

TASK:  Gathers/collects  assesses/interprets  information  relating  to  a  client^s  program  participation,  parole 
plans  and  data,  evaluation  suinmary,  and  educational  progress  evaluation,  from  the  client's  social 
worker,  business  office,  nurse,  teachers,  and  cottage  matrons,  as  requested  by  staff  or  Parole  Board, 
using  own  knowledge,  asking  for  clarification  or  additional  data  as  needed,  and  following  agency  S^O^P. 
in  Order  to  fonculate  a  progress  report  for  each  client* 

atlonal  Unit 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

*  Report  is  objective,  clear,  concisei  and  contains 
all  available  infomatloni. 

*  No  extraneous  Infonnation  is  included  in  the  report* 
^  Report  conipleted  with  reasonable  speed* 

»  Supervisor  notes  that  the  content  of  report  is  con-- 
slstent  with  available  data* 

HUMERICAL: 

TRAINING  CONTENT 

FUNCTIONAL: 

^  How  to  organize  infonnation  concerning  social 

functioning  from  various  sources  into  a  report 
^  How  to  gather  infonnation 
^  How  to  obtain  clarifying  data/ information 

SPECIFIC: 

.  Cas€  history  of  client 

*  Where  and  how  to  collect  relevant  information 

> 

H 
* 

Object  ivQ    \    Goal     ]  OT8anl2 

♦  arepeers  agree  with  cOnt€nt  of  report  ov€r  X  period 
of  time* 

.  L€ss  than  X  number  of  con^laints  from  staff  or 
Parole  Board  over  X  period  of  time  about  the<puXity 
of  th€  progress  r€port# 

for  the. report 
*  S.O*P*  for  report  preparation/distribution 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   I  People    |  Things         Data    1  People    \  Things 


Reas.    I  Math.     |  Lang^ 


W.  F.  ■  LEVEL 


T 


I 


W.  F.  -  ORIENTATION 


INSTR. 


90  \ 


T 


G.  E-  D. 


TASK  NO. 


T 


T 


PA.K,  39 


GOAL: 


OBJECTIVE: 


TASK:  Reads/reviews  resident  files  and  reports  on  family  interviews,  sociological  and  psychological  Infor- 
mation, progress  notes,  oral  and  written  reports  from  vocational  or  academic  teachers,  discipline 
reports  and  medical  history  records.  In  order  to  become  familiar  with  each  resident's  case  history. 


c 


.  C 

o 


3 


o 
o 


PEKFORMAMCE  STANDARDS 

DESCRIPTIVE ; 

*  Worker  Is  thorough  In  surveying  Information  sources. 
.  Worker  Is  accurate  In  interpretation  of  Information. 

NUMERICAL: 

.  Over  X  period  of  time,  only  X  complaints  that  worker 
displayed  incomplete  or  inaccurate  knowledge  of  a 
r«sldent*s  case  history. 

.  Only  X  con^Lalnts  In  X  period  of  time  that  worker 
itilsunderstood  Information  reviewed. 


FUNCTIONAL: 


How  , to  review/ Interpret  case  history  information 
General  knowledge  of  behavioral  science 

SPECIFIC: 


TRAINING  CONTENT 


How  and  where  to  obtain  case  history  Information 
Purpose  of  case  file 


> 

< 
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PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


Data   t  People    j  Things 

Data     (  People    [  Things 

Reas.    t   Math.      {  Lang. 

! 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  SO.          t  I 

4     t       AA      1  lA 

AO     1       55       i  5 

5  . 

5       f       2        I  4 

PA.K.  AO           ^  ■ 

GOAL: 

OBJECTIVE:                                                                            •  i 

L 

L  i 
1  1 

Talks/Ilstens  to/dlscusses  problems  and/or  changes  in  policy  or  procedure  with  treatment  team  mcmbc 
following  agency  S.O.P.  and  utilizing  input  front  group  and  other  authority  in  correctional  instltii' 
tion,  in  order  to  resolve  common  problems  or  reach  an  agreement  regarding  changes  in  policy  and/or 
procedure. 


I  I 


CO 


C 
O 


PERFORMANCE  STAKPARPS 

DESCRIPTIVE: 

.   Discussion  is  clear,  logical,  and  tQ  the  point. 

*  Worker  Is  attentive  to  other  team  members'  Ideas. 
.  Understands  policies  and  procedures  well  enough 

to  lead  the  discussion. 

NUMERICAL; 

.  No  more  than  X  complaints  from  peers  that  worker's 
discussion  is  illogical  or  too  lengthy  over  X  period 
of  time. 

.  5C%  of  problems  are  resolved  with  worker's  help 
within  X  amount  of  time. 

•  No  more  than  X  complaints  from  treatment  team  mem~ 
bers  that  changes  in  policy  and  procedures  are 
inconsistent  with  agreements  reached  during  discus* 

'  sion. 


TRAINING  CONTENT 

FUNCTIONAL: 

.  Knowledge  of  decision-making  process 

.  General  knowledge  of  business  administration 

.  How  to  present  a  clear,  logical  explanation 

SPECIFIC; 

.  Knowledge  of  State  and  Federal  guidelines  cOnc«n* 

Ing  correctional  institution 
.  Problems  the  treatment  team  is  experiencing 
.  Current  and/or  proposed  policy  and  procedures 
.  Agency  S.O.P. 


o 


U 


PERFOBMAHCE  STAMDARDS 


TRAINING  CONTENT 


ERIC 


Data  ■}  People     1  Things 

Data     i  People    1  Things    |  | 

j    Reas.    1   Math.      {  Lang. 

W.  F.  -  LEVEL 

W,  F,  -  ORIENTATION 

INSTR, 

G.  E.  D, 

TASK  KO, 

4      I    4A.  lA 

60%       t     35%      \  5%^ 

4 

4              1          1  4 

Pa^«  41 

GOAL: 

OBJECTIVE: 

TASK;  Reads/analyzes  reports/liatena  to/diacuases  classification  information  about  an  Inmate  with  other 

meinbers  of  a  comnlttee^  considering  inmate^s  conduct^  his  previous  education/vocat ion/of fensea,  and  ^ 
any.apecial  requests  or  recommendations  In  relation  to  tlie  prlson^s  inmate  programs  and  alternatives 
in  custody^  following  StOtFt>  in  order  to  assign  a  classification  to  the  inmate* 

PERFORMAIJCE  STANDARDS 

TRAINING  CONTENT 

• 

DESCRIPTIVE  I 

FUNCTIONAL: 

> 

1 

c 

1— t 

c 

c 

N 

t    Decision  is  fair  and  based  oh  facts* 

*  tforfc  classification  assignment  is  acceptable  to/ 
appropriate  for  the  inmate^  whenever  possible* 

,    Ilimate*s  classification  is  established  in  a 
teasonable  amount  of  time* 

*  Worker  respects  the  opinions  of  others* 

;    How  to  select  appropriate  work/custody/etc*  > 
classification  for  an  inmate* 

*  ,  How  to  review  information  about  an  inmate^s 

background  or  conduct  objectively* 

*  Knowledge  of  correctional  administrative 
procedures* 

c 

ql 

NUMERICAL:  : 

SPECIFIC; 

ttj 
U 
O 

1— t 

d 
o 

— 
> 

U 

O 

*  inmate's  classification  is  appropriate^  as  Judged 
by  director/warden  in  X  out  of  X  cases* 

*  Over  X  period  of  tJme^  no  more  than  X  complaints, 
that  worker  is  too  lenient/ severe/prejudiced* 

;    Knowledge  of  StO*P*  for  classification  committee* 
,    Knowledge  of  specific  inmates  ,work  history^ 
current  coniut^  etc* 

'    '                     PERFORMANCE  STANDARDS 

TRAINIKG  CONTENT 

r 


Data   (  People    1  Things    j     Data    i  People    1  Things 

Reas.    1  Math.     \  Lang. 

F.  -  LEVEL           1        W.  F.  -  ORIETITATION 

INSTR, 

G.  E.  D. 

TASK  NO. 

1*     1      5      1     lA      1    5096                  \  ^ 

5        1       1  k 

PA.K.  42 

GOAL; 

OBJECTIVE; 

TASK;  Guidee/reviews/directs  the  vork  of  the  correctional  counselors  In  prepariii^  Adiniesion  Summaries/ 
Progress  Reports*  and  Classification  Board's  decisions/ reports  ahout  each  inmate's  status* 
checking  reports  for  complete  content  and  correct  format*  reviewing  inmate  classification 
decisions  for  consistency  vith  the  facts  presented*  in  order  to  ensure  that  classification 
procedures  are' adhered  to. 

PERFORMANCE  STANDARDS 

■TR/VINING  CONTEJJT 

1 

•i-T 

:=> 

ts: 
«^ 

CO 

HBSCRXFTIVE: 

.    Classification  Procedures  are  carried  out 
accurately. 

•  Review  is  complete  and  fair. 

.    Guidance  giTen  is  appropriate  and  lm(proves 
the  performance  of  those  involved  in  itunate 
classification. 

NDHERICALt 

•  Ovar  X  period  of  tiipe*  no  more  than  X  inmates 
inappTOpriately  claasified* 

PDNCTIQHAL; 

.    Current  trends  and  philosophy  of  penal 

Institutions  and  hov  a  person's  enviroz^ment 

may  affect  his  rehal^ilitation  process. 
.    How  to  review  Mports  for  completeness  and 

-correct  format. 
.    How  to  determine  the  appropriateness  of 

decisions* 

.   Kiovledge  of  sx^iervisoxy  techniques. 
SPBCIFICs 

> 

IS 
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% 
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#^ 

c 

w 

o 
o 

.    Coo^leted  Progceae  Reports  and  Admission 
Summaries  meet  institutional  standards  for 
format/completeness . 

;    Institutional  claasification  procedures  and 

ttieir  purpose. 
.    Kaowledge  of  i!eguired  format/content  for 

admission  Summaries/Progress  Reports*  etc. 

. 

• 

*     ^                      PERFORMANCE  STANDARDS  ' 

TRAINING  CONTENT 
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r 

1 

Data    i  People     |  Things    j     Data     }  People    [  Things 

1!     Reas .     )    Math .      |    Lang . 

F.  -  LEVEL           1        W.  F.  -  ORIENTATION 

INSTR.     1                G.  E.  D. 

TASK  NO. 

i 

3         13              1  3 

PA*K*  43 

GOAL; 

OBJECTIVE; 

TASK;  Composes/writeB  a  5ynop3iB  of  client*s  voiSc  release  plan  ^ich  has  pxevioxisly  been  approved, 

inoliiding  long  and  short  range  goals  of  client  and  inmediate  plans  and  arrangements  following  ■  ^ 
ageacgr  S*0*P. ,  in  order  to  compile  this  information  into  a  report  to  be  submitted  for  final 
approval. 

PERFORMANCE  STANDARDS 

TRAINING  COIWEKT 

* 

INSCRIPTIVE: 

PDNCTIQWAL: 

s:  - 

f— 1 

§ 

4^ 

.  *    Voiicer  assures  -ttiat  report  is  coniplete  and 
articulate* 
*    Report  presents  olient  and  her/his  plans 
favorably* 

.    Report  is  neither  too  wordy  or  too  brief* 

■  *    How  to  cOQ^os^  a  report* 
*   Knowledge  of  good  punctuation,  yord  usage* 
*.   Some  knowledge  of  the  Work  Release  program. 

si^mc: 
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d 
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O 
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NnH&RICALt 

.    All  (1009^)  required  information  la  incliaded 
in  report* 

.    Report  is  submitted  at  least  X  amount  of 

tliDe  after  first  aapproval  is  granted. 
' .    No  more  than  X  number  of  contplaixits  i^t 

report  is  hard  to  understand  over  X  period 
of  time. 

*  Information  regxtired  in  Vork  Release  report* 

*  S*0*P*  for  submitting  report*  ^ 

*  Knowledge  of  client  and  her/his  plans  and 
goals* 

- 

> 

iJ 
O 

o 
*^ 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    i  Things 
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W.         "  "LEVEL 

F,  "  ORIENTATION 
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G.  E.  D^ 

TASK  NO. 
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6C96                   \  ^ 

e               1       \  h 

PA.K.  4A 

GOAL: 

OBJECTIVE: 

TASK:  Sxajnines/evalueABe  a  paxolee*3/probationer*6  case  histoxy*  personal  ad;)ustident  to  problemdt 

stren^rths  and  needs  in  relation  to  way  b^efioial  restrictions  that  should  be  imposed  during  ^ 
their  parole/probation  period*  meetiijg  epecifications  imposed  \iy  the  Parole  Boaxd/judget  dis- 
cussing the  importance  oi"  these  restrictions  with  the  pereon^  in  order  to  determine  special 
conditions  to  be  incorporated  in  the  Farole/Probation  agreement* 

PERF0RMA21CE  STANDARDS 

TRAINING  CONTENT 

> 

2* 

liBSCRIPTIVJS: 

PDNCTIOHAL* 

§ 

u 
£: 
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o 

> 

u 
o 

;    Worker  assures  that  restrictiona  inrposed  axe  tsiivf 

xeaaonablaf  and  will  help  the  parolee/probationer 

make  a  better  adjustment. 
.  '  Explanation  of  the  restriotions  ie  cleaXf  and 

to  the  point. 
*    Vo3^r*B  manner  is  firm  yet  f^endly^  showing  ^ 

reepeot  for  the  individual. 

NQMBRICAL; 

.    Over  X,period  of  timef  at  least  ^  of  paroleea/ 
probationers  axe  able  to  stay  out  of  trouble  by 
meeting  the  conditions  of  the  Paxole/^Probation 
a^rtMisent. 

.    How  to  decide  tq^on  Parole /probation  restrictions 

that  are  reasonable  and  will  facilitate  the 

parolee's/probationer's  adjustment. 
.    How  .to  e3(plain  restrictions  to  a  person^ 

eniphasizine  the  importance  of  conforming 

to  these  restrictions. 

*  How  to  oonmnmicate  verbally  with  persons  of 
varied  badcgroimds,  establishing  a  rapport 
and  mutual  respect. 

.    Knowledge  of  behavioral  science*  . 

SPECIFIC  f 

.    Xhowledge  of  the  individual's  histoxy  and  vhat 
elements  in  his  environment  may  need  restrictiopE 

*  Conditions  already  imposed  by  tifie  Parole  Board/ 
judge. 

. '  TTsual  content  and  format  of  the  agreement. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   \  VaQpl<i    \  Things    [     Data     1  People    [  Things 


Reas.    I   Math*      \  Lang. 


W.  F.  -  LEVEL 


F.  -  ORIENTATION 


lUSTR. 


60^    [  S%" 


G.  D, 


TASiC  NO, 


lA 


3S% 


GOAL! 


OBJECTIVE; 


TASK:  Meets  wltii/disctidses  specific  imiates  with  "the  Parole  Boards  answering  ai^  questions  Uiey  may 

have  about  an  inmate's  previously  submitted  progress  reports^  serving  as  a  representative  of  the 
institution^  in  order  to  increase  the  Board  Members*  understanding  of  the  inmate's  attitude^ 
conduct^  potential  and  prognosis. 
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PERFORMANCE  STANDARDS 

BBSCRIPTIVE: 

.    Worker's  explanations  are  clear^  accurate^  and 
complete;  hi^ili^ting  significant  details. 

.    Voider 's  ^oanner  is  courteous^  direct  and  l)usiness' 
like. 

NOMEKICAL; 

Over  X  period  of  time^  woxker  gives  no  more 

llian  X  inaccurate  ite^  of  infomation  about 

inmates  to  Parole  Board  Members  (i*e.  makes  sixre 

he  has  facts  straight)* 

.         of  Boa3?d  Hembere  atate  that  voxker's  e^^lanar* 
tlons  are  helpful  and  easy  to  understand. 
Ko  coB^laints  frc^  Board  Members  about  woxlcer's 
maxmer/afproach/atti  tude. 


TRAINING  CONTENT 


FDNCTIONAL: 

How  to  elaborate  on  an  inmate's  progress 
report^  responding  to  questions. 
Purpose  and  ftmction  of  a  Parole  Board. 

-  Current  philosophy  and  trend  in  penalogy. 

.    Knowledge  of  the  Incidents  described  in  the 
progress  reports. 

-  S.O.P.  for  meeting  with  the  Parole  Board* 
Showledge  of  oase  histozy/content  of  progress 
reports  concerning  inmates  lAtOse  cases  aie 
being  reviewed. 


2; 


PERFORMANCE  STANDARDS 


TRAIKING  CONTENT 


I  Daca    I  People     j  Things 


DaCa     i  Pooplo     {  Things 


Reas . 


"I    Mach,      {  Lang. 


W.  F.  -  LEVEL 


F,  -  ORIENTATION 


INSTR. 


G. 


TASK  NO- 


T 


lA 


707, 


25% 


1  5% 


GOAL: 


OBJECTIVE ; 


TASK;  Examines  and  evaluates  an  Inmate's  prison. record ,  interviews  the  inmate  and  reviews  reconmendations 

made  by  the  staff  in  relation  to  the  inmate's  readiness  for  parole,  complying  with  applicable  State  ^■ 
laws  and  regulations,  In  order  to  determine,  with  other  members  of  the  board,  whether  or  not  to 
grant  parole^ 


PERFORMANCE  STANDARDS 


PESCRIPTIVE; 


n 

1-1 
O 


Worker  assures  that  a  decision  to  parole  is'made 
at  an  appropriate  time  and  leads  to  a  better  overall 
adjustment  of  the  person  under  consideration* 
Examination  Is.  thorough  and  complete* 
Worker  assures  that  the  decision  la  fair  and 
reasonable* 

NUMERICAL! 


No  paroles  are  granted  that  are  In  violation  of 
State  (or  Federal)  laws  and  regulations* 
Over  X  period  of  time,  of  all  paroles  granted, 
no'ttufre  than       incidents  of  recidivism* 


o 


i 


TRAINING  CONTENT 


BINCTXOHAL; 


*  How  to  evaluate  an  inmate^s  readiness  for  parole 
(i*e*,*  attitude,  ability  to  handle  money,  goals 
or  plans,  etc*)* 

*  How  to  interpret  sections  of  the  State  laws 
(or  Federal  laws)  as  they  apply  to  a  specific 
individual's  parole* 

*  How  to  Interview  persons  of  varied  backgrounds 
to  gather  information  about  thelt  readiness  for 
parole* 

V    Knowledge  of  behavioral  science* 
SPECIFIC: 

*  Knowledge  of  S*0*P*  for  sessions  of  the  Parole 
Board* 

*  Knowledge  of  the  specific  individual's  crime, 

_  circumstances  of  the  crime,  prison  record,  etc* 


0} 


rz. 


PERFORM'tfiCE  STANDARDS 


TRAIHING  COHTEiST 


ERIC 


1 

Data   I  people    |  Things 

Data     !  Paople    \  Things 

1 

I    Reas»    1   Math,     )  Lang, 

1                   L  ! 

1 

F.  -  ORIENTATION 

INSTR. 

G,  E.  D, 

TASK  NO. 

3B  !     XA       1  U 

3 

3         1        3  3 

PA.K,  47 

. 

t 

GOAL; 

OBJECTIVE: 

TASK:  Gathers/compiles  information  iregarding  persons  on  work  release,  using  a  standard  form  to 
'Uie  data^and  including  number  of  total  participants^  pXaceizients  and  amounts  of  eamingSi 
to  put  together  a  report  showing  the  total  picture  of  the  Moxk  Belease  program. 

organize 

in  order  ^ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DBSGRXPTTVE; 

PDWCOIIONALt 

.onal  Unit 

:    Znfdxmation  ie  accurate* 

*   Beport  is 'organized  in  the  prescribed  format* 
time* 

t    Bow  to  gatiier  and  organize  Infoxmation* 

*    Some  knowledge  of  the  Vork  Belease^  program. 
SIECIHO: 

is 

g 

M 
O 

O 

> 

JJ 
O 

o 

O 

BUHEIBICAL; 

*  No  more  llian  X  number  of  errors  per  report* 

*  Beport  is  completed  in  X  amount  of  time* 

^    No  more  than  X  number  of  complaints  that  report 
is  not  complete  over  X  period  of  time* 

*  Knowledge  of  the  standard  format  for  ^ 
organizing  information* 

*  Irfhere  to  find  information  needed* 

*  dovledge  of  ^jhen  and  ^jhere  to  submit 
report* 

c 

*  , 

PERFOBMANCE  STANDARDS 

TRAINING  CONTENT 

Data   t  People    I  Things    1     Data    i  People    1  Things 

I    Roas.    1   Mach.      |  Lang. 

i  i 

W    F.  -  LEl'EL            1         W    F     -  ORTEMTATTnM 

INSTR*     t               G.  E.  D, 

TASK  \'0. 

I 

3B  !      3B      1     lA       1             1      5096    t  596 

3              3      L      1    J  h 

PA»L  1 

COAL: 

OBJECTIVE! 

TASK;   Writes  letter/telephones/fills  out  application  forms  for  admission  to  Halfway  Houses  on  behalf  of 
specific  patients  \dio  will  benefit  from  such  living  arran^mentSt  stating  patient  characteristics^ 
pei:suadiri£  manager  that  patient  has  potential  to  adapt  to  the  houset  in  order  to  arrange  or 
facilitate  the  acceptance  of  patient  into  a  Halfway  HoiiBe* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEliT 

DiESCBIFTIVEt 

> 

i 

1 

3^ 

o 

*  Worker*  s  statement  of  patient  characteristics  is 
straightforward,  clear»  accurate* 

*  Statements  einphasize  the  positive  qualities  that 
will  help  patient  adjust  to  the  House* 

*  Contacts  with  Halfway  House  staff /manager  are 

courteous^  persuasive^  professional* 

*  Applications^  letters  axe  accurate  and  neat, 
work  completed  with  reasonable  apeed* 

*  How  to  write  clearly,  fill  out  forms* 

*  How  to  clearly  state  factual  information* 

*  How  to  state  patient  traits  positively* 
'  persuasively* 

*  How  Halfway  Hoiase  sexvices  can  contribute  to 
patient^s  progress* 

*r 

i 
\ 

r 

la 

u 

I 

I  <^ 

1  ^ 
!o 

KDKEEtlCALi 

SEECIFICt 

*  In  X  time»  at  least  ^  of  the  patients  recoimoended 
ly  woi^er  to  Halfway  Houses  are  accepted* 

*  In  X  tiioe^  fewer  than     number  of  coiBplaints  f^m 
Halfway  House  staff/managers  that  worker  misled 
them  about  patient* 

1  ^-  : 

*  Halfway  Houses  available*  their  objectives* 

*  Personalities*  character  traits  that  will 
adapt  to  a  Halfway  House* 

*  Patient  background*  attilTudes* 

*  igency  policy  on  letters*  phone  calls* 

1 

^ 

!                                PERFOR>tAKCE  STAiJDARDS 

TRAtNIS^G  CONTEN'T 

□ 

Data   1  ?eopl£^    1  Things" 


D^ta     I  People    {  Things" 


Reas.     [   Math^      |  Langi 


W.  F.  -  LEVEL 


F.  *  ORIENTATION 


INSTR,. 


G,  E,  D, 


TASK  NO, 


I 


3B  \ 


U 


PA.L.  2 


GOAL  I 


OBJECTIVE: 


TASK;    Writes/dictates  ward  pTOgress  notes  at  specified  intervals,  and  as  need^,  identifyiDg  patient 
and  stating  number  of  contacts,  own  assessment  of  patient's  attitude,  l^havior,  and  any  otiier 
information  tiiat  vill  facilitate  the  treatment  staff's  widerstanding  of  patient's  progress,  in 
order  to  make  a  record,  periodically,  of  contacts  witii/observation  of  pati^t. 


to 

cn 


c 


o 


C 


c 


a 
c 


PESFORMAMCE  STANDARDS 


IBSSCEEPTIVEt 


.    Ward  imgress  notes  accurately  reflect  voxker's 
contact/observation  with  patient. 
Patient  is  clearly  identified,  otiier  information 
Is  legible. 

.    Uses  good  joidgement  in  aasesslng  patient 

attitudes,  behavior  in  terms  of  history,  and 

treatment  plan. 
.   Additional  progress  notes  (oliier  idian  required 

notes)  axe  aubotitted  vhenever  unusual^  extr^e 

behavior  is  noted. 

WJMHgCAL: 

.    At  least  X  number  of  progress  reports  submitted 
per  veek. 

.    In  I  tljne,  sugpervisor  notes  fewer  tlitn  X  number  oi 
progress  notes  "iba/t  did  not  need  to  be  submitted. 


I 


TRAimSG  COITIENT 


FOUCTIOMAL; 


Hov  to  vrite  clearly  and  legibly* 

Sow  to  accurately  id^tify  patient,  and 

behavioral  information. 

Sow  to  communicate  psychological/behavioral 
information  to  professional  staff. 


SPBOIPIO: 

.    TormaV  forms  tised  for  progress  notes. 

.    Information  required  in  notes,  other  infoxmation 

desired. 
.    FurpHDse  of  progress  notes. 
.    Nimiber  of  notes  re<iuired  per  week. 
.    Bequirements  for  special  ward  notes. 
.    S^o>aedge  of  treatment  plans  for  specified 

patients. 


?ERFORMAKCE  STANDARDS 


TRAINING  C0NT£!;T 


ERIC 


Data      People    j  Things 

Data     1  People    I  Things 

II    Reas.    1   Math.      |  Lang. 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

IN3TK.      I                 C.  D. 

TASK  KO. 

3B   t     lA  1 

<^     \       %       \  % 

U          1       4        1       3        I  U 

PA.L.  3 

GOAL: 

OBJECTIVE; 

TASK:    Vrites/composes  a  r^ort  containing  patient  background  information^'  coiirse  of  treatment  in  hospital^ 
drugs  and  medications  prescribed  by  laedical  staff  during  stay>  and  ovn  recommendations >  drawing 
information  ftom  available  patient  records  and  rising  own  jtidgement  based  on  psychiatric  training 
and  e^cperience^  in  order  to  formulate  a  Disposition  Summary  for  patients  leaving  the  care  of  the 
ward. 

PERFORMANCE  STANDARDS 

TRAINING  COOTEKT 

SBSCRIFTIVE: 

If 

FDHCTIOIUL: 

'A 

e: 
o 
•J 

c 

Q 

.    Report  accurately  contains  all  infoimation 

required  by  hospital  policy. 
.    Recommendations  are  based  on  sound  interpretation 

of  contact  with  patient  and  ai^lication  of  psychi* 

atric  training  and  e:g;>erlence. 
.    Information  taken  directly  from  ward  charts 

(iDedications>  diagnosis>  etc.)  is  correctly 

copied. 

.    How  to  vrlte  ^curate >  factual  reports. 

.    How  to  state  opinions>  recommendations  clearly^ 

conclsely>  accurately. 
.    How  to  assess  background  information. 
.    How  to  assess  the  development  modification  of 

personality  traits. 

^^ 

; 

HQHEaSICAL: 

SPECIFIC: 

i 

I  - 

io 

.    In  X  timet  fever  than  X  number  of  transcription 

exrora  are  noted. 
.    In  X  timet  supemrlsor  notes  fewer  than  X  number 
i         of  reconniendations  ^Sb^t  are  not  consistent  with 

the  facts. 

.   Required  content  of  the  aummaiy. 

Use  or  purpose  or  the  summary. 

.   Available  infonnationt  location  of  charts. 
.    {I^rpe  or  recommendations  ejgE>eoted. 
.    Purpose  of  trealzoant  on  the  ward. 

1 

PERFORMANCE  STANDARDS 

TRAINING  CO.NTENT 

ERIC 


Data   I  People  Things 

Data '  [  People    I  Things 

^    Reas.    1   Math.      |  Lang. 

— ) 

 ! 

1 — 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.                      G.  E,  D. 

TASK  NO. 

80%     1     1596  t 

3      1        3                1       1  3 

PA.L.  .4 

GOAL; 

OBJECTIVE: 

h 

TASK:  Preparee/vrites  iip  the  initial  charts  concexninf  problem-oriented  patients  iisln^  inatitutionaJL 

chart  fonas,  listing  the  physician's  prescribed  orders  for  handling  positive  and  negative  behavior 
and  hov  to  handle  specific  problems,  in  order  to  prepare  charts  of  patients*  progress  for  staff 
reference.  ^ 

PERFORMA^'CE  STANDARDS 

TRAINTN'G  CONTENT 

> 

ISSCBIFriVEt 

FDNCTIOIUI.: 

i  ^ 

3 

i 

.    I'repares  ccHi^^lete  and  legible  charte  concerning 

problem-oriented  patients. 
.    Follows  the  correct  format. 
1    .   ¥orka  with  reasonable  speed. 

.     Chartin^f  principles. 

.    Knowledge  of  negative/positive  behaviors, 
treatment  procedures. 

^\ 

ft 

HUMSICAL: 

SPECIFIC: 

n 

s 

c 

c 

> 

u 

c; 

c 

.    Fewer  liian  X  complaints  over  X  period  of  time 
that  the  cbarta  axe  incon^lete  or  illegible. 

.    Completes  taak  vlthin  X  time  after  iBformation 
is  available. 

.    Initial  charts  are  prepared  on  specified 
institutional  chart  forms  1009^  of  the  time. 

.    Specific  orders  for  the  patient. 
.    Location  of  charting  materials. 
.    Knowledge  of  the  iises  of  the  chart  and  its 
inq^rtance. 

1 

J 
I 
t 
t 
k 

\ 
1 

PERFORMANCE  STANDARDS 

TRAtKtNG  CONTEN'T 

ERIC 


Dara    t  People     |  Things 

Data     I  People    (  Things 

I    Reas.    I  Math.     )   Lang.  ] 

1 
t 

V.         *  LEVEL 

F.  -  ORIENTATION 

TNSTR. 

G.  E,   D.                       j  TASK  NO. 

2       1      lA      1  lA 

2 

2       1       1         1       2        1  PA*L*  5 

GOAL: 

OBJECTIVE: 

TASK:   posts/vxites  prescriptions  on  cardex  file,  preparing  new  cards  for  new  patients  or  adding 
information  ^ihen  changes  in  medication  axe  ordered  for  patients  in  order  to  update/ioaintain 
the  pharmacy  cardex  file. 

PERFORMAKCE  STANDARDS 

TRAISrXG  CO!!TE^"^ 

<; 
0 

c 

SGSCRIFTIV£:: 

.    Bifozmation  j>osted  is  accurate  and  legible. 

*  Boats  medication  orders  on  the  correct  patient 
card  * 

*  Prepares  new  cards  as  needed* 
KOHatlCAL: 

FUNCTIONAL: 

*  Sow  to  write  legibly* 

*  Piling  procedures* 

*  ^lovledee  of  medical/pharmaceutical  terms/pro- 
cedures* 

SEECmCl 

S: 

*  ^ 

>i 

—J 

*  *• 

> 

*  PostB  correct  medications  on'patient  cards  1009^ 

of  tiie  time. 

*  ^dates  cardex  file  vi-QiinX  time  after  receipt 
of  new  orders. 

*  Location  of  cardex  files* 

*  Postixi£f  procediires. 

.    Vhen  to  post  information. 

.    Who  is  authorized  to  submit  changes. 

1 

1 

i 
t 

* 

1                           PERFORMANCE  STANDARDS 

TRAININC  COIUENT 

1 1 

ERIC 


Daca     People    I  Things 

Data     1  People    [  Things 

i 

Keas.    1  Math.     |  Lang. 

INSTR. 

G.  E.  D. 

TASK  KG. 

3B    I      U      1  U 

3 

h              i         [  h 

PAtL.  6 

GOAL; 

OBJECTIVE: 

TASK:  Advises  (in  writing  or  verbally)  probation  officials/other  jwenile  or  school  aathorities/cowity 

volwteer  ch&ixinen  of  patient's  progress^  need^  of  tiie  patient  viien  he  returns  to  ^e  oommunlty^  and 
projected  date  of  release  in  accordance  vitti  institutional  policy*  in  order  to  coordinate  patient's 
release  with  available  coiamunity  resotirces. 

1 

d 

PEKFORMMICE  STANDARDS 

TRAINING  COriTEKT 

SBSCEIfllVKt  ' 

FOSCTlomi; 

c 

C 

to 
1-t 

.    L:ifonnation  is  accurately  si:^plied  to  appropriate 

people/agencies . 
.    Voz^cer  clearly  identifies  services/oontrols  needed 

by  patient*  is  persuasive  in  ejdvocating  for  these 

servicee. 

.    In  all  contacts*  worker  is  ooiirteoua*  professionali 

* 

*  Hov  to  clearly  state  patient  needs. 

•  Hov  to  persuade  other  persons  that  a  particular 
course  of  action  is  best. 

Hov  to  correlate  conanunity  resoUMes  vith 
patient  needs* 
.    Sov  to  relate  patient  status  to  the  realities 
of  the  oomnatnity  as  described  by  contacts. 

c 

NOHERICALt 

SPEXJUTC; 

vz 

5 
> 

O 

c 

*  Worker  is  able  to  Secure  needed  services  for 
patient  in  the  ccMmmmi-tsr  in  3^  of  oases* 

*  In  X  tijne*  fewer  tiian  X  number  of  complaints  fjxM 
contacts  that  worker  was  abrvq^t*  discourteous* 
indecisive « 

«    Institutional  policy  for  release  of  information* 
contact  wl12i  each  of  these  officials* 

«    Standardized  concept  of  comotunity  services 
av^ailable. 

*  Patient  status*  prognosis. 

•  liistitutional  policy  on  initiating  community 
conliaots. 

\ 

1 

1 

i 

i 

f 

i 

1 

PERFORMANCE  STANDARDS 

TRAISIKG  COS'lXNT 

1 

ERIC 


ta   j  People    j  Things    j     Data     |  People    j  Things 


I    Reas.    I   Math*     |  Lang." 


T7 


F.  -  LEVEL 


W,  F.  -  ORIEMTATIOK 


G.  E.  D. 


TASK  N'O. 


I 


I 


P.A.J*  13 


GOAL; 


OBJECTIVE 1 


TASKi  Discusses  disposition  of  child's  case  with  jitvenile  court  representative,  usitg  information /data 

^gathered  about  case,  knowledge  of  needs  of  child  and  possible  effects  of  various  living  situations, 
in  order  to  jointly  fotmulate  recomnendation/plan  and  prepare  for  court  hearing* 


to 


E 


1Z 

c 


> 

V 

C 


PEKFORMAKCE  STANDARDS 


IBSCMPJIVE: 

In£oi3Ba.t±<m  is  accurate,  contplete  and  pertloent. 
*    Plaa/xecoamendatlon  determined  within  reasonable 
lengrih  of  time. 


OTMEaiCALt 

*  Appropriate  plan/xecomoiendatlon  formulated  in  at 
lea«t  X  out  of  X  caaea* 

*  All  pertinent  information  is  coneidered* 


TRAINING  CONTENT 


pgNCTiaffAL; 

.    How  to  select  pertinent  infomiation. 

.    How  to  organize  iiiformation. 

.    Knowledge  of  child  growth  and  development* 

Knowledge  of  diaguostic  techniques. 
.    Verbal  conummication  skills. 

SBBCXSlOt 

.    C:iowledge  of  agency  policy  and  guidelines* 
.    fiiowledge  of  law  and  court  process* 
.    Awareness  of  coizBitunlty  atandaxds  and  attitudes* 
.    Awareness  of  cultural  and  eiimlc  grotp 

patterns  aa  they  relate  to  the  commmlty* 
.    Knowledge  of  living  situations* 
,    Eoowledge  of  needa  of  specific  child* 
*    Knowledge  of  location  of  data  concerning  Hxe 

oaa0  and  how  to  gain  access  to  it*  ' 


7^ 


PERTORMANCE  STAHDARDS 


TRAINING  CONTEST 


0 

ERIC 


Data      People  .     Things  Data     {  P<iopLc     t  Things 


r 


3B  1 


LEVEL 


T 


F.  -  ORIEMtATIOK 


INSTR. 


8Q?6    I     5^      t  1^ 


G.  E.  D. 


TASK  N*0. 


lA 


lA 


P.A.J.  14 


GOAL; 


OBJECTIVE: 


TASK:  Compiles/assembles  information  jregarding  case  and  reconanendatione  "based  on  available,  collected 
information  and  worker's  knowledge  of  Hhe  case,  following  agency  policy  in  order  to  prepare  for 
a  court  hearing  regarding  child  ward  of  the  court/agency. 


ERIC 


ZJ 


> 


PERFORMAMCE  STANDARDS 


IBSCBIgEEVE: 


Info33Datiou  is  accurate,  coniplete  and  pertinent. 
Information  ass^bled  ^thln  reaaonable  len^^th  of 
tijne* 


NOMEBICALt 

.    jOl  pertinent  information  aas^bled  in  all  (10096) 
cases* 


PERFORMANCE 


STANDARDS 


TRAININ^G  CONTENT 


-  Bow  to  select  pertinent  information- 
.    How  to  organize  information. 


SPECIFIC: 

.    Khowledj^  of  agency  policy  and  guidelines* 

.    ^lowledge  of  law  and  coturt  process. 

.    Knowledge  of  backecound,  case  history  of 

specific  child- 
.    ^lowledge  of  8otu?ces  of  information  conoemlDg 

case. 


TRAINING  CONTENT 


5! 


Data   I  People     |  Things" 


Djita     I  Peoplo    i  ThLngs 


\\    Reas.    t   ^tath.     [  Lang. 


V.        -  LEVEL 


3B    I  lA 


M.  T.  -  ORtESTATION 


ItiSTR. 


G.  E,  D. 


i       ^       \  15% 


TASK  >;o. 


I 


I 


P.A.J.  15 


GOALr 


OBJECTIVE: 


written  information  about  case  from  agency  records,  in  order  to  prepare  data  for 


TASKr  Collects/assembles 
court  heaxlng* 


t2 


G 


PERFORMANCE  SmNDARPS 


ISSCBIPCIVE: 


oinplete  and  pertinent* 
is  aasenibled. 


.    Infoxmation  is  accurate, 
.    All  pertinent  infoxmation 

*    Information  is  assembled  vjifhin  reasonal^le  length 
of  time* 

MUMERIOALj 

.    Ill  (1009^)  available,  pert:iien^  information  ie 
assembled. 

.    Data  is  prepared  tiii^iln  a^ncy  time  limits  IQi  or 
the  time.  I 


PERFORMANCE  STAMOARDS 


TRAINING  CONTENT 


*  How  to  select  pertinent  infcrmation* 

*  How  to  organize  information. 


SEBCIglOt 

*  Knowledge  of  agency  policy  and  guidelines* 

*  Knowledge  of  filing  system  -  how  it  is  orga* 
nized  and  how  to  use  it* 

*  "^Knowledge  of  sources  of  information* 


TRAtNtKC  CONTENT 


ERIC 


Data   I  People    |  TUings 

Data     t  People    I  Things 

6 

Reas»    )  Mach.     |  Lang» 

W.  F.  -  LEVEL 

W,  F.  -  ORIENTATION 

INSTR. 

E.  D* 

TASK  ^0. 

1 — i 

U       1       lA  lA 

h  \ 

h     \       1     \  h 

P,A,J,  16  " 

■ 

TASK:    Completes/signs  juv^enile  court  petition  on  basia 
Tequest  for  detaining  order/hearing. 

of  available  case  data»  in  order  to  conply  vith 

PERFORMANCE  STANDARDS 

TRATKIKG  CONTENT 

UBSCBIPEtVEi 

o 

^    Statements  are  clear  and  concise* 

*    Infonnation  is  accuj*atet  contplete  and  pertinent* 

*  bitten  communication  skills* 

^    How  to  select  pertinent  information* 

*  How  to  organize  information* 
Legal  knowLed^* 

s 

\^ 

« 

KBHERICiLt 

SFBCXTXCt 

la 
c 

n 

> 
& 

*  I^tltion  coittpleted  in  all  (100^  caaes^ 

*  All  (100^  available^  pertinent  infoxmation  is 
utilized* 

*  Khovled^  of  agemcsy  poliqy  and  guidelines* 

*  Knowledge  of  juvenile  court  lav  and  process* 

*  KCiovledge  of  all  available  case  data  for 
Specific  case* 

I 

PERFOBMANCE  STANDARDS 

TRAIXIKC  CONTENT 

ERIC 


Da 


c 1  People     }  ThinjSs 


-  LEVEL 


U 


Daca     [  Peopla     [  Things" 


M.  F.  -  ORIESTATIOS 


[j     Reas .     I    Mac.h .      [    Lang . 


INSTR. 


E.  D. 


T 


I 


P.A.J,  17 


GOAL: 


OBJECTIVE: 


TASK:    Talks  to/vrites  to  appropriate  local  authority  about  need  for  hearing  or  detaining  order,  following 
local  procedure  and  agency  policy  and  guidelines^  in  order  to  request  that  a  petition  l^e  filed. 


to 
01 


o 
s 


C 


> 
u 

o 


PERFORMANCE  STANDAKDS 


HBSCBIFTIVEt 

.    Voiker^s  statements  are  clear  and  concise. 

.    Information  is  accuxatet  complete  and  pertinent* 


miMEBICAL: 

.    Bequest  for  petition  made  in  all  (lOC^Q 
appropriate  caaes* 


TRAININC  CONTEOT 


FDNCOJIONAL; 

.    Gomatunlcation  slcills. 

.    How  to  select  pertinent  information. 

*  How  to  organize  information* 
Zhowledge  of  la^r  and  legal  processes. 

SEBCIPIC; 

.    Knowledge  of  agency  policy  and  guidelines. 

*  l^vledge  of  «lmt  constitutes  evidence* 

.    Knowledge  of  the  reason  petition  abould  be 
filed  for  specific  caae* 

*  Coowledge  of  local  lav  and  process. 


> 

v5 


PERFORMAMCE  STAKPARDS 


TRAINIKG  CONTENT 


ERIC 


Data   1  People    1  Tlun^s 

Data     1  People    [  Things 

Q    Rea£  *    1  Math*     j  Lang* 

i 

W.  F.  -  LEVEL 

W,  F,  -  ORIE^ITATION 

INSTR.     1                G.  E.  D. 

TASK  NO. 

f 

i 

1        2       1  lA 

1      SS9^    \     h€9^     \  ^ 

S        \       k       \        I       \  h 

P.A.J,  18 

1 
f 

GOAL; 

OBJECTIVE: 

TASK;  Talks  to/explains  to  Juvenile  Department  representative  the  facts/evidence  conceminf  case,  in 
order  to  request  that  a  detaining^  order  be  issued* 

PERFORMANCE  STAIJDARDS 

TRAINING  CONTENT 

ISSCRIFTIVEt 

FONCnOlULt 

> 

c 

o 
n 

M 

*  Voiker*s  statements  are  clear  and  ccmcise* 

Xnformation  is  aoouxatei  contplete  and  pertinent* 

*  Communication  ekillB* 

*  How  to  select  pertinent  ihi^oxmation* 

*  Hov  to  organize  infoimation* 

*  -  Eiiowledge  of  law  and  legal  process* 

*  Knowledge  of  what  constitutes  evidence* 

*  fiiovledge  of  hxunan  behavior* 

s 

t 

*  ' 

o 

SBECJFlGt 

f 

bbioctlvc        Goal  1 

*    Bequest  for  detaining  order  made  in  all  (IOO96) 
airprc^riate  cases* 

*  Slbwledge  of  agency  policy  and  guidelines* 

*  &K>wledge  of  the  reasons  for  requesting  a 
detaining  order  in  each  specific  Case* 

*  ■ 

t 

PERFORMANCE  STANDARDS 

TRAINIKG  COSTEKT 

erJc 


Data 

1  P^iople    1  Things 

Data"    1  People     [  Tilings 

\l     Reas .     1   Mat  h .      )    Lang . 

W.  F.  -  LEVEL 

W.  i\  -  ORIENTATION 

INSTR,                       G.  E,  D. 

TASK  NO. 

3B 

(        lA      1  lA 

15%           10?6  \  15% 

U         1        U        1         1        I  U 

P,A,J,  19 

GOAL: 

OBJECTIVE; 

r 

TASK: 

Vrites/dictates  periodic  3:eport(8)  for  the  court,  stating  anQT  changeB/current  Btatus  of  Bituation, 
xecommendiiif  po88ible  chants  in  plan  (return  of  child  to  hoo^,  change  in  living  situation,  etc*) 
and  circumstances  prompting  such  considerations,  in  order  to  Inform  court  of  current  status  of 
case/seek  a|iproval  fox  changes  in  agreefflent*  - 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

IIBSCRIPTIVE: 

FONCa^IONALf 

> 

S' 

c 

o 

>; 

*  Report  is  accurate,  cooaplete  and  pertinent* 

*  Heport  is  completed  lyy  date  due* 

*  "  Written  communication  skllle  (includixig  basic 

grammar  and  punctuation)* 

*  How  to  select  pertinent  information* 

*  How  to  prepare  a  narrative  report* 

*  Bow  to  use  dictating  equipment* 

ITOHERICALi 

SPECIFIC t 

Oblcctive    I    Goal     1  Oi 

*  Beport  Is  prepared  and  submitted      due  date 
in  at  least  X  out  of  X  caaes* 

*  Xbe  reports  not  completed       the  due  date 
shall  be  completed  viiMn  -Qie  following  X 
period  of  tinie* 

*  Ho  more  than  X  valid  congdainta  received 
vitbin  X  period  about  voxker  and/or  report* 

*  Ehowledge  of  agency  policy  axid  guidelines*^  ^ 

*  Knowledge  of  current  status  of  case* 

*  Ehowledge  of  court  process* 

*  Knowledge  of  foxntat  court  uses  for  report* 

• 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

6 

ERIC   V 


Data   1  P<;Ople     1  TKir.gs 

Data     1  People    1  Thi^ss 

^    Reas»    1   Math*      {    Lang*  | 

i 

F.  -  LEVEL 

F.  *  ORIENTATION 

ItJSTR,     1                G.  E.  D.                     1  TASK  NO. 

1 

3B    i        2       1  lA 

5        1        U       1         11         U    .  |P*A*J*  20 

J 

GOAL: 

OBJECTIVE X 

1 

TASK;   ibcplains/anavers  questions  about  case  during  hearing^  supplying  supplementary  information  about  cade 
as  may  be  re<iuested  by  the  courts  using  knoidedge  of  case  and  of  child's  physical/psychological 
condition^  in  order  to  provide  comrt  wi*Qi  information  available/necessary  for  decision  to  be  made* 

5ERFQRMASCE  STAKTARDS 

TRAINING  COOTEMT 

XiRSCRXPTTVE; 

c 
o 

o 

*  Bi^laiiatlons  are  well**organlzed* 

*  Voiker*s  statements  axe  clear  and  concise* 

*  Information  is  accurate^  complete  and  pertinent* 

■ 

* 

*  Terbal  comnunication  skills. 

*  Hbv  to  select  pertinent  InTormation* 

*  How  to  malce  court  presentation* 

■*    Khoidedge  of  ohild  psycho-social  and  psycho- 

mntor  develomoent* 
^    Showledge  of  legal  process* 

*  Xhovledge  of  i^t  constitutes  evidence* 

*  iniderstanding  of  eiliical  considerations  liis  ^ 
relation  to  utilization  of  information* 

linHSEtlGALt 

SBEDJFlCz 

*c 
c 
o 

o 
> 

o 

*  Court  is  provided  with  necessary  informaticai  in 
all  (lOO?b}  cases* 

*  No  more  than  X  valid  cooiplainta  received  during 
X  period  abo^^  voidcer  and/or  presentation* 

*  All  pertinent  information  is  included* 

*  Xnoidedge  of  agency  policy  and  guidelines* 

*  Showledge  of  the  specific  child's  case  history; 
id^sical  and  psyobologloal  condition* 

r 

i 

PERFORMANCE  STANDARDS 

TRAINIKC  COKTENT 

Data    1  People     |  Things 

Data     1  People    (  Things 

[1    Reas.    1   Math.     j    Lang.     j  ^ 

W.  F,  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.      I                  G.  E,   D.                       I  TASK  NO. 

3B    I         2      i  lA 

5       1        1;      1       1               h        |p*A,Jt,  21  ' 

GOAL; 

OBJECTIVE:                                  '  - 

• 

TASK:    Presents/explains  recommendation  to  court  during  detention  hearinff>  using  Imowledge  of  caae>  agency 
policy/detention  guidelines  in  order  to  assist  court  in  niaking  detention  decision. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

EBSCB3CPnVE; 

POHCTIONAL* 

C3 

o 

?^ 
*-» 

u 
o 

.    Pcesentation  is  vell*organized»  s\iccinctly  stated. 
Tnformftti on  is  acc\arate»  coniplete  and  pertinent. 

.    Verbal  cocmiuni cation  sldlls* 

*  Bov  to  select  pertinent  infonoation* 

*  Hbv  to  organize  Infoxmation  and  presentation. 
*'  Hbv  to  make  couart  presentation* 

Knowledge  of  legal  pxooess. 

*  filovledge  of  ^ifaat  oonatitatea  evidanoe* 

UnderatanddLng  or  etliical  oonsiderations  in 

relation  to  utilization  of  information* 

i 

BOHEBICALt 

« 

u 

5 

,    Becomnendation  is  eacplaindd  in  all  (1009£)  cases* 

*  No  more  tbBn  X  valid- coniplaixiiB  received  ^IMxt 
X  period  about  vox3£ef  and/or  presentation. 

*  Xli  pertinent  information  is  included* 

*  Ciovledge  of  agency  policy  and  guidelines. 

*  Ehovledge  of  case  histoiy  of  apeciflc  client 
being  considered  for  possible  detention* 

?ERF08>Ua}CE  STAHDAflBS 

TRAINING  CONTENT  '  1 

_l 

ERIC 


to 

O 


Dsta   1  People    t  Things 

Pata    1  People    1  Things 

jj    Reas.    1  Math.     1  Lang. 

) 

W.        -  LEVEL 

-  ORIENTATION 

IKSTR.     ]                G.  E.  D. 

TASK  NO. 

hi 

h        \       h       \       1        i  k 

P.A.J.  22 

1 

GOAL: 

OBJECTIVE? 

TASK:   Advises/discusses  the  coxart  process/recommendations  with  parent(s)  explaining  reasons  for  procedure/ 
recommendations >  encoura^ng  parent(s)  to  ask  questions  and  to  express  concerns/anxieties >  in  order 
to  assure  that  paxentCs)  understands  the  court  process^  the  recoinmendations  lDein&  iiiade»  and  the 
reasons  for  Hie  recommendations. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

UCSCRIPTIVEf 

*  . 

> 

c 

o 

£? 

O 

.    Voricer  is  understandings. 

•  Vo]^r*s  statements  are  clear  and  concise. 

•  Bsqplanation  and  infoxniation  are  accurate^ 
coj^plete  and  pertinent. 

HOMERXCAL: 

•    Verbal  ^d  non*verbal  oomnainication  skills. 
.    Sow  to  select  pertinent  information. 
.    How  to  organize  information  and  presentations. 
.    Knowledge  of  dynamics  of  human  behavior. 
.    Knowledge  of  law  and  court  process. 
.    How  to  bring  out  and  deal  with  concerns  and 
anxieties. 

SPECIFIC  t 

s! 

>^ 
^* 

;  c. 

o 

,  > 

*^ 
o 

.    Ae^ncy  recofmendations  discussed  with  parents  in 

all  (IOO9Q  cases. 
.    No  more  i^ian  X  valid  complaints  received  viihin 

X  period  of  time  about  voxker. 

.    Knowledge  of  agency  policy  and  guidelines. 

•  Awareness  of  oonmtunity  standards  and  attitudes. 

*  Awareness  of  cultural  and  ethnic  ^rox;^  patterns 
as  related  to  the  comomnlty, 

.    Knowledge  of  the  recomm&ndations  made  for  the 
specific  case  and  the  reasons  they  were  made. 

PERPORHAKCE  STANDARDS 

TRAINING  CONTENT 

Data   i  People    1  Things 

Data     I  People    I  Things 

Raas .    1   Mach,     )  Lang, 

! 

o 
c 

c 

> 

o 
o 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

ItlSTR. 

G.  E.  D. 

TASK  MO, 

1      ]        2       j       lA  I 

2 

2        1       1  3 

P.A.J.  23 

GOAL: 

OBJECTIVE: 

;> 
Z! 
-c. 

i 

TASK:  Contacts/ telephones  persona  about  time/place  of  the  comrt  hearing,  offering  transportation,  if 
appropriate,  in  order  to  inform/remind  them  informally  that  hearing  vill  take  place. 

PERFORMANCE  STANDARDS 

JSESCBTFSTVEi 

.    Information  is  accurate^  complete  and  pertinent. 
.    Information  given  sufficiently  in  advance  of  date. 

NUMERICAL; 

.    Persons  informed  correctly  in  all  (lO09^)  cases. 
.    Transportation  Is  axrabsed  in  all  cases»  lAiere 

appropriate. 
.   Voij^r  contacts  ^  of  persons  scheduled  for 

hearings.                             *  . 

TRAINIKG  C0NTE>;T 

FONCnONAL; 

.    How  to  use  telephone. 
.    Communication  skills. 
.    Sow  to  select  pertinent  information. 

SEBCIFIC; 

.    Ehotfledge  of  agency  policy  and  guideUjies. 
.   Basic  Jcnowledge  of  court  procedures. 

PERFORMANCE  STANDARDS 

TRAINING  COyreST 

c 
o 

*i 

a 
o 

.1— 

a 

*^ 

c 

Data   I  People     i  Tainf^f 

Data     1  People    1  Things 

t 

Reas*    \   Mach*      [  Lang. 

*  I 

W.  F.  -  ORIENTATION 

ISSTR, 

G.  0. 

TASK  ^;0*  . 

3B      1        2  lA 

^       1      1  ^ 

P. A. J.  24 

GOAL: 

OBJECTIVE: 

i 

*^ 

1 

I 

! 

J 
I 

TASK;  Checks  out/investigates  leads  acquired  fiom  family  and  official  sources  (Bmreau  of  Criminal 

Investigation  (bcI)X  drivers  licence,  social  security  records,  eic. ,  about  the  possible  location 
of  a  missing  person  in  order  to  locate  missing  family  member.      *  J 

PERFORMANCE  STANDARDS 

*    Contacts  persons  in  the  proper  manner  (tactful 

and  polite)* 
.    Thoroughly  checks  leads  given. 

NUHEBICIL: 

.    hAII  leads  axe  inveetigated  until  person  ie  located^ 
.    In  X  timBf  fewer  than  X  ocmiplaints  from  contact 

persons  about  worker's  methods  and  manner  in 

bheoking  leads. 
.    In  X  time,  ^  of  missing  persons  are  located. 

TRAINING  CONTENT 

FQMCTIom.: 

.    Protocol  for  contacting  people  -tdien  searchlBj^ 

for  missing  persons. 
.    How  to  xeoogtxiae  a  new  lead  from  infonaation 

ODtainea. 

SPECIFIC £ 

Leads  given  for  a  specific  case. 
*   igency  policy  for  contacting  various  sources. 

.     TnfOTmatlon  that  rt^^n  be  -PAlflAflflfl  lihpn  fl^fplfiiTilng^ 
reasons  for  contact. 

i 
1 

PERFORMANCE  STANMRDS 

TRAimKG  COKTENT 

Daca     i  People     I  TiUnfiiS 

1 

!     Roai;,     J    Math.      }  Lans- 

-  LEVEL 

V.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASiC  >;o. 

1*       (      U        1  lA 

75      1     20       t  5 

5 

5        I       1        \  k 

P.A.J.  25 

GOAL: 

OBJECTIVE: 

TASK:    Searches  for/examines  infoxmation  about  a  person  who  ha^  been  found  gvdl'ty  of  a  crime;  Interv^iewinf 
individual  involvedt  close  relatives,  employers,  etc.;  researching  school,  military  and  police 
records^  following-up  on  any  promising  leads  while  also  covering  all  items  specifically  requested 
by  the  ^uAee*f  following  agency  S.O.F.,  on  basis  of  findings  making  recommendationB  to  the  court  as 
neceaaaxy  in  order  to  prepare  a  presentence  investigation  report  for  the  judge. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ISiSCRIFCIVE: 

POHCTIONAL; 

> 

CT 

vs 

*^ 

«^ 
■■— ^ 

.    Presentence  investigation  is  thorough,  and 

accurate  covering  those  aspects  specifically 

requested  by  the  judge. 
.    Vorker  follows  up  on  information  that  ciay  have 

a  bearing  on  sentencing. 
.    iny  recoiDiDenidations  made  reflect  sound  jtidgeuient 

and  an  accurate  interpretation  of  the  facts. 
.    Beport  is  clear,  thorough  and  well  organised. 

.    How  to  conduct  an  investigation  about  a  person- 
following  the  appropriate  channels. 

.    How  to  interview  a  person  and  research  records 
to  find  pertinent  information  that  could 
apply  to  sentencing. 

.    How  to  compose  a  realistic  recommendation  for 
a  judge. 

.    How  to  compose  a  thoroiight  clear,  well  orga- 
niased  report. 

3 
>^ 

<^ 
C' 

NDHEBICAL: 

c 

> 

.    Over  X  period  of  time  at  least  )^  of  presentence 
investigation  reports  sutoitted  are  approved  by 
-the  judge. 

.    Over  X  period  of  tine,  at  least  3^  of  reconmen- 
dations  made  by  tiie  WDiker  are  used  by  the  judge. 

.    Ftesentence  investigation  report  submitted  on 
time  in  All  <100%>  cases. 

.    Basic  identifying  information  already  known 
about  the  person  under  investigation. 

.    Sources  that  are  available  for  investigation 
and  how  to  tap  these  sources. 

.    Special  requests  of  the 'judge. 

.    Format  for  the  report. 

.    Knowledge  of  the  legal  process. 

t 

} 

4 

1 

PERFOR>!ANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


j  D:ita^_?cc9li  "T^J^ingg    j     Vata     \  Veople    \  Things 


j-    Raas.    1  Math.     )  Lang. 


T 


LH"EL 


3B 


ORIEtlTATIOS 


INSTR. 


G.  E.  D, 


TASK  ::o. 


309^    t  lOgT 


T 


PA.K.  1 


o 
cr 

r 

o 


2 

w 


o 


;OAL; 


OBJECTIVE; 


TASK:  Cbeckd  comoltment  papeia  (mltlmi^  idilch  accompanies  a  new  axrival;  inventories  valuables^ 
confiscated  items  and  issues  a  receipt  for  sainei  notes  contplalnts  of  brutaliiy  or  loss  of 
property  ^diile  in  custody  of  the  sheriff's  office;  and  issues  a  receipt  to  the  prisoner^  in 
order  to  accept  responsihiliiy,  as  the  a^ent  of  the  institution^  for  the  custody  of  the 
prisoner* 


PERFORMANCE  STANDARDS 


lESCBIPTIVE: 


.    Voxker  exercises  care  in  inventory  of  money^  - 
Taluahles. 

^   Voxker  is  non^dudgeoentalt  inqpartial  in  noting 
complaint  of,  prisoner  againnt  sheriff's  office/ 
'  eacort. 

.   f^J^ciirately  reviews  mitimus  for  comnitment 
auihorliy# 

HOMBtlCiL: 

.   In  X  timet  fewer  than  X  prisoners  adndtted 

without  nacessaxy  paperwork* 
.    In  X  tijne^  fewer  than  ^  number  of  errors  in 

inmitory  of  yaluahles* 


TRAl^tlNG  COtTTENT 


r 


RMCTIONAL: 


<    How  to  read  a  legal  document  for  specific 
facts.* 

.    How  to  inventoay  valuables. 
.  '  How  to  listen  to  a  complaintt  elicit  info3>* 
mationt  and  record  it. 

*  Bequired  el^oents  of  the  mitiimia. 

i  Controlled/banned  i'tems  in  Uie  institution. 

.  Ftocedure  for  custody  of  valuables. 

.  Besp<msi1>ility  of  escort/receiving  official. 


7^ 


3 
C 


PERFQRMfcNCE  STANDARDS 


TRAUJING  CONTENT 


ERIC 


Data   1  Peopio    |  Things 

Data    1  People    \  Things 

Reas*    I  Math*     |  Lang* 

U\  F.  *  LEVEL 

F*  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

4      1       lA       1  lA 

70      1       20       1  10 

4 

4       1       I        I  3 

PA*K*  2 

GOAL: 

OBJECTIVE: 

TASK:  Examines  inmates  case  record  Centering  and  institutional),  checking  circumstances  of  conviction, 

behavior  problems  outside  and  inside  the  institution,  and  applying  past  experience  and  knowledge  of 
penal  philosophy,  asking  for  clarification  or  additional  information  from  other  workers  as  necessary, 
and  following  agency  S*0*P*,  in  order  to  offer  recommendations  to  the  classification  committee  about 
a  new  inmate^s  security  rating  or  chaging  an  inmate's  present  security  rating* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEND 

d 

n 
o 

*rt 

DESCRIPTIVE: 

*  Recommendations  are  appropriate  and  .realistic  for 
each  specific  case* 

*  Evaluation  is  thorough  and  complete* 

^  Carefully  considers  all  available  information* 

NUMERICAL : 

*  Over  X  time,  fewer  than  X  recommendations  are  judged 

Dc  Lnapprppr Lace  * 

*  Over  X  period  of  time,  fewer  than  X  recommendations 

FUNCTIONAL; 

»  Knowledge  of  penal  institutions  and  security 
requirements 

»  How  to  examine  case  records  and  determine  appro* 

pr|.ate  recommendation 
.  How  to  organize  information  concerning  social 

functioning  from  various  reports/sources  into 

a  report 

SPECIFIC:" 

> 

w 

H 
< 

£: 

O 
* 

Objective    |    Goal      |    .  Orgar 

indicate  failure  to  completely  consider  all  aspects 
of  the  case  as  judged  by  supervisor* 
*  Recommendations  are  made  in  X  time  after  notification 

*  Location  of  case  records  and  S*0*P*  for  obtaining 
them 

^  How  the  task  contributes  to  subsystem  goals  and 
objectives 

»  Specific  security  requirements  for  the  institution 
^  Knowledge  of  security  rating  system  used  by  the 
institution 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

to 


Daca    i  People     )  Things    1     Dara     t  People     |  Things 

j;    Rea5,    i   >^ach*      t  Lang* 

[  ! 

-  LEVEL            1         lv^        -  ORIENTATION 

INSTR*  1 

TASK  ^:o. 

3B     j  ,    3A      1     U        1     40%     1     55%     t  5Z 

3        1     3              1  A 

PA*K*  3 

GOAL:  ^ 

OBJECTIVE* 

TASK:   Descrlbes/eKplalns/clarlfles  to  new  patlents/cllents/resldents^  the  general  institutional  behavioral 
expectations  and  the  consequences  of  inappropriate  behavior^  following  specific  check  list  for  cover-, 
age  of  topic^  but  exercising  discretion  in  presentation^  based  upon  ovn  assessment  of  patient/client/ 
resident's  comprehension  and  acceptance  in.  order  to  familiarize  the  pat  lent/ client /resident  with  the 
institition's  guidelines  for  patient/client/resident  conduct* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

DKSCKIFtlVEt 

FUNCTIONAL? 

c 

C 

o 
*^ 
u 
to 

* 

*  -  Uotker  is  patient^  speaks  distinctly  and  clearly^ 

repeatitkg  statmnents  as  necessary, 
,    Uotker  is  alert^  sensitive  to <patient/client/ 
resident  and  any  indications  of  doubt/resistance* 

*  Wbrker  is  care&l  to  cover  subject  comprehensively  * 

* 

NUMERICALt 

,    How  to  speak  clearly/distinctly* 

*    How  to'  make  explanation  clearly^  at  the  level 

of  understanding  of  the  patient  without  being 

condescending  * 
,    How  to  assess  evidence  of  doubt/resistance* 
,    How  to  modify  delivery  of  information  to  adjust 

to  own  assessment  of  client/patient/ resident 

■  ^ 
> 

i 

c 

o 

§ 

a 
> 

o 

,    In  X  tine^  at  least  3^  of  patients/client  a/residents 
interviewed  subsequently  by  Unit  Directors^  demon- 
strate 4n  understanding  of  the  behavioral  expecta- 
tions, 

,    In  X  time^  fewer  than  X  number  of  complaints  from 
patients/clients/residents  that  worker  was  rude  or 
intpatient. 

reactions, 
SFECIFICt 

,    Format/ checklist  of  behavioral  expectations* 
,    Consequences  for  specific  misbehaviors* 
,    What  to  do  if  patient/c lien t /resident  is  con- 
fused/ resistive* 
*    Institutional  guidelines  for  patient/c lien t/ 
resident  conduct* 

1 

FERFOB>fMK:E  STANDARDS 

TRAINING  CONTENT 

ERLC 


1 

t 

Data   j  People    j  Things    j     Data     j  People    [  Things 

j    Reas.    I  Math.     )  Lang. 

1 

1 

-  LEVEL           !         K'.        -  ORIENTATION 

IK3TR.      1                 G.  E.  D. 

TASK  NO. 

1 

2      1       2              U    ■  1                     eOS6     -  ^ 

2       i       1  ill 

PA.K,  4 

GOAL: 

OBJECTIVE: 

TASK:  Calls/telephones  an  inmate's  dormitory  upon  aa?rival  at  the  institution^  after  having  left  the 
grounds  with  the  inmate^  in  accordance  with  S.O.P.  >  in  order  to  report  the  inmate's  "retima. 
• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

BESCIIPTITE: 

FQHCnOKAL: 

> 
s: 

Unit 

i    Telephone  call  is  made  promptly  and  all 
essential  ^information  is  given. 

!Peleplione  manners. 
.    How  to  give  sinrple  information  over  the  phone. 

^\ 
*^ 

0 

s 

KUMBBICAL: 

' 

<| 
*-* 

M 

o 

d 

5 

> 

% 
o 

.   Always  calls  ismediately  (imless  arriving  after 
hotirs). 

.   No  ccmiplaiiits  ftom  co-workers  that  woricer's 
infoxsiatlon  Is  unclear  or  vague. 

.    Institutional  S.O.P.  for  when  to  fhone. 
.    How  to  uae  institutional  pbone. 

* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


[  Data    (  People     |  Things 

Data    1  People    i  Things 

L  1 

Reas .    1  Math .     [   Lang . 

(  1 

W.        -  ORIESTATIOil 

IIJSTR. 

G.  E.  D. 

TASX  Jv*0. 

3B    1      2        1  lA 

1       3^                   ;  2096 

3 

3               3  3 

PA.K.  5 

GOAL: 

OBJECTIVE: 



TASK:  Iinrentories/che<acs  clients  personal  property  accunmlated  in  his  cell  and  his  account  vith  the 

institution^  oheddn^  for  positive  ovnership>  removing  articles  helonffit^  to  other  clients  or  "Qae  ^ 
ljistitution>  referring  to  casbier'e  report  concerning  the  client's  account^  diecussing  vith  the 
client  Aether  he  can  arrange  for  payment  of  outstanding  dehts  or  the  return  of  merchandise 
following  agency           »  in  order  to  clear  the  client  for  dischai:ge. 

PERFOR>IANCE  STANDARDS 

■TRAINING  CONTENT 

4 

IBSCRIFTIVEl 

PDHOTiaUALl 

> 

nClonal  UnlC 

Carefully  Inspects  all  articles* 

*  Axraagea  for  the  cloeing  of  the  client's  account. 

*  Voxker  is  tactful  and  oonaiderate  of  clients  ^ 
leexingB  ana  Tignts* 

*  -Carefully  checks  caehier^e  report. 

Hov  to  conduct  an  inventory* 

*  Knowledge  of  Ihe  ri^ts  of  Ihe  client* 

*  ,  How  to  deal  with  potentially  hostile  persons 

In  a  tactful  manner. 

1"* 

< 

— 

N 

c 

u 
o 

♦—I 

O 

o 

> 

4-1 

U 

o 

HUHERICALf 

*    Over  X  period  of  tiine^  fever  tban  X  axticlee 
belonging  to  tiie  institution  cr  other  clients 
axe  missed  by  voidcer* 

.    Always  arranges  for  payment  or  return  of 
merchandise. 

.    In  X  tiMf  fever  'than  X  valid  oomtplaints  from 
Clients  that  voidcer  vaa  rude»  xougt»  etc. 

1 

*  How  articlee  belonging  to  the  institution 
axe  marked. 

;    Identification  of  personal  property-  of  specific 
client* 

*  Options  available  to  the  oli^t  for  settling 

caahxer'e  account* 

.    S*O.P.  for  oonriscatinff  articles. 

'    -                     FERFOSMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


V 


!  Data   I  People    I  Things    [     Data    1  People    1  Things 


il    Reas.  ~r  Math.     |  Lang7 


n 


W.  ?.  -  LEVEL 


M.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


TASK  iSO. 


!  I 


lA 


I 


I 


PA*K*  6 


GOAL! 


OBJECTIVE: 


TASK;  Visually  inspects/searches  the  area  for  contraband  using  a  flashli^t,  a  probe,  or  any  other 
necessary  tocls,  in  accordance  with  S#0*P*,  for  conducting  shakedown,  in  order  to  locate  and 
confiscate  any  tinautiiori2;ed  items  tiiat  are  on  tiie  premises. 


O 


o 


PERFORMANCE  STANDARDS 


*  Searches  the.  area  thoroughly  aid  completely* 

*  Works  with  reasonabls  apesd* 

*  Accurately  identifies  articlss  of  contiSaband* 

*  Attentive  to  details* 

NPMBRICAL: 

*  On  a  follow^ip  chsck,  worker  misses  nc  more 
"Qian  X  items  of  contraband  in  X  amount  of  time* 

*  Completes  the  shakedown  of  X  area  in  X  amount 
of  time*  " 


FtnrCTIOtlAL: 

*  Sow  to  conduct  \  shakedown  for  contraband,. 
.    Knowled^  of  psnal  sscurily  requirements* 

SFBGlFlCi 


< 


Articles  end  substancss  considered  contraband 

in  the  specific  institution* 

S*OtFt  for  idien  to  conduct  a  shakedown* 


PERFORMANCE  STANDARDS 


TRAINIKG  CONTENT 


ERLC 


Data   1  People  Things 

Data     1  People    [  Things 

B    Reas  ^    1  Math  ^     \    Lang  * 

1  . 

F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR,                     G.  C.  D. 

TASK  NO. 

1 

2       1     2                2B  1 

60  %           20  %      i     20  Z 

2          12         1      1  2 

PA.K.  7 

1 

GOAL: 

OBJECTIVE: 

TASK:  Rolls  a  person's  fingers  on  an  ink  pad  and  presses  eadi  finger  onto  the  appropriate  box  o£  a  finger- 
print card«  types  basic  identi^ing  infonnation  onto  the  card »  following  institutlpnal  procedures^  in^ 
order  to  take  the  person's  fingerprints* 

J\ 

PERFOR>L^CE  STANDARDS 

TRAILING  CO!?TE!<T 

* 

IBSCRIPTIVE: 

FOKCnONAL: 

i' 

,    Assures  that  the  fingerprints  are  clear* 
*    Completely/accurately  fills  out  the  fingerprint 
card* 

'*    How  to  take  fingerprints* 
*    How  to  spell  names^  etc*^  correctly* 
Fundamentals  of  using  a  typewriter* 

1 

< 

o 

MUMBRICAL: 

SPECIFIC; 

to 
k 
O 

c 

u 
o 

O 

*  Over  X  period  of  tlrne^  no  wore  than  X  Instances 
when  tKe  person's  name^  etc*^  is  misspelled  on 

the  card* 

*  Over  X  period  of  time»  no  more  than  X  instances 
whA  the  fingerprints  have  to  be  retaken  because 
they  were  unclear/ smeared^  etc* 

*  Institutional  procedure  for  taking  fingerprints^ 
location  of  supplies^  etc* 

*  How  to  use  X  brand  of  typewriter* 

PERFORJiANCE  SXANDARDS 

TRAINING  CONTENT 

ERIC 


Data  1  People    1  Things 

Data       People    t  Things 

1 

Reas.    I  Math.     |  Lang, 

1 

W.  F.  *  LEl^L 

WmF.  -  ORIENTATION 

IKSTR- 

G.  E.  D. 

TASK  XO. 

1 

h      1     lA             lA  ■ 

h 

1*        1     1  h 

PA.k.  8 

1 

GOAL: 

OBJECTIVE: 

1  ■ 

TASK;  Exaaines/evaluatea  rules/regulations  conceming  procedures,  in  conjunction  with  the  present 

situation/problems  in  the  cell  block,  applying  knowledge  of  security  reqxilrements  for  a  penal  ^■ 
institute,  in  order  to  formulate  or  recommend  elimination  of  regulations  for  supervisor's  review 
and  possible  approval. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

IffiSCRIPTIVE; 

PUNCTIOHAL* 

> 

national  Unit 

.    Voi^r  assures  that  proposed  rules  reflect  the 

changlJig  needs  of  the  inatltutlom 
*    Worker  recognl^a  outdated  regulations  'and 

recommends  tiieir  elimination. 

NUMERICAL  f 

.  Knowledge  of  security  requirements  for  a 
penal  institution. 

*  Up-to-date  knowledge  on  changing        ,  ' 
philosophy  for  corrections  and  socie^^^il 
attitudes. 

*  How  to  recognize  outdated  regulations* 

Objective        Goal     ]  Organi 

.    Over  X  period  of  time  2^  of  sugigested  chaiiiges 
are  determined  to  be  appropriate  and  directed 
to  improving  security  as  judged  by  supervisas. 

SFBCIFlCi 

.  Ihe  specific  problems  which  need  attention. 
.  Routine  procedures  for  su^^ated  changes  in 

regulations  1. 

*  Ehowledge  of  iihB  present  sii;uation  in  ^e 
cell  block* 

—  • 

.  PERFOEMANCE  STANDARDS 

TRAINING  CONTENT 

oc 
to 


I 

Data   i  Peopla    |  Things 

Data     1  People    [  Things 

1    Reas.    t   Math^     j  Lang. 

1  1 

VJ.  F.  -  LEV2L  1 

F.  -  ORIENTATION 

INSTR,     t                G.  E,  D. 

TASK  NO. 

3B     !      2        1  UL 

lifflfi                      \  1^ 

3         1       3       i      1        .  ^ 

PA.K.  9  1 

GOAL ; 

OBJECTIVE ? 

TASK;  Issues  Instructions  to  inmates/sounds  alaxms  or  other  slenaXin^  devices  when  a  dlstur^^ance  Is 
noted,  eitercisinff  discretion  in  guaging  the  volatility  of  th&  Incident  and  the  approximate 
amotmt  or  force  needed  to  control  the  situation,  in  order  to  clea:^^  the  scene  or  the  incident 
of  inmates        have  not  yet  become  Involved  or  vho  wish  to  withdraw  volimtaxily. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

t 

1 

HBSCRIFTIVE; 

FONCTIONAL; 

o 

1 

O 

r-l 

*0 
O 
O 

> 
o 

c 

.    Vo3^r  exercises  good  judgement  in  analysis 
of  the  incident,  response  to  the  situation. 

*    Caxe  is  exercised  to  utilise  the  proper  alarm 
'  system. 

-    Sow  to  retain  coniposure  in  a  crisis. 
.    How  to  distinguish  the  potential  for  violence 
.  from  lesser  disturbances. 

SFBCIFICi 

s 

H 
< 

o 

NDMBRICALt 

In  X  time,  no  improper  use  of  the  alam  system 
has  occurred. 
.    In  2  time,  fewer  than  ^  complaints  that 
WQiker^B  manner  was  exciteibla,  ahusive,  or 
hesitant. 

.    Alarm  systems  at  the  indtitutlon. 

.    Eolicy  on  inmate  conduct. 

.    Linea  of  authority,  responsibility  for 

each  level  of  authority* 
•    Standard  procedure'  for  cleasrlng  the  scene' 

of  a  disturbance. 

PERFORMANCE  STANDARDS 

TEtAXNING  CONTENT 

ERIC 


0 

c 

c 
o 

> 

4-J 

c 

Ds^ta     People    \  Things 

Data    !  People    |  Things 

);    Reas,    j  Math*     |  Lang. 

t  , 

U.  F.  *  LEVEL 

W.  ?.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

!  . 

3B     1      2         1  2A 

1    1|0%          157.     \  167. 

2 

213 

PA.K.  XO 

GOAL: 

OBJECTIVE: 

1 

> 

Si- 

4 

< 

TASK!  Listens/vatchea  for  alaxm  notification  of  flret  eacapeat  calls  for  asaiatance,  etc;  follovin^ 

S.O.P. 'a  for  each  alarm  aystem  for  notification  and  siibseqiaant  action,  manipulating  or  adjusting  ^ 
dials  as  apecified,  in  order  to  monitor  the  varioxts  alam  syatems  used      the  institution. 

PERFORMANCE  STANDARDS 

3>BSCRIPflVEt 

*    Eie  worker  ia  avaxe  of/alert  for  the  apecified 
alaxm  notification  (buxzeri  l^ell,  li^ta,  etc.) 

.    Worker  accurately  follows  S.O.P. 's  for  each 
alarm  system. 

.    Heaaasea  to  designated  personnel  axe  l^rief ,  to 
'  the  point,  and  cleax. 

MUMERICAL: 

.    In  £  time,  no  alaxm  is  set  off  for  more  than  X 
amount  of  time,  l^efore  it  ia  ol^served  by  woi^r. 

.    In  X  time,  fewer  than  X  errors  in  procedures 
for  alam  notification  or  action. 

TRAINING  CONTENT 

FDNCTIONAL; 

.    How  to  distinguish  between  similar  signals. 
'  .    Bow  to  remain  calm  in  crisis  situation* 
.    Bow  to  speak  clearly  and  distinotly. 

SFEX;iPIC: 

S.O.P. 's  for  each  alairm  system  used. 

me  purpose  ana  pnonty  01  eacn  aianE  system. 
.    Action  required  hy  total  institution  staff 

for  each  alaxm. 
.    How  each  alarm  is  set  off,  reaxmed. 

■ 

- 

• 

i 

,    PERFORMANCE  SMNDARDS 

TRAINING  CONTENT 

ERIC 


Data   t  People    |  Things    |     Data     (  People    I  Things 

I  1 

Reas.    1   Math.     |  Lang, 

W,  F.  -  LEVEL            1              F.  -  ORIENTATION 

IMSTR. 

G.  E.  D. 

TASK  NO. 

1 
a 

N 

« 

o 

c 
o 

1  ^ 

1           1      1    J  U 

PA.L.  7 

GOAL; 

OBJECTIVE: 

r 

f? 

>i 
*• 

5* 
1 
t 

I 

i 

i 
\ 

I 

t 

t 
! 

1 

1 
1 

TASK:  Observes,  assesses  relationships  between  patients  of  the  wardt  aiscouragine  relationships  \jbich 
Bxe  aeteiminea  (by  team  aecision)  to  be  aetrimental  to  the  development  of  one  op  both  patients, 
recoiamenas  physical  separation,  if  necessaiy,  in  order  to  promote  the  development  of  healthy 
Inter-peraonal  relationships  on  "Uie  vaxd. 

 *  ■ 

PERFOllMANCE  STANDARDS 

.    Back^fToxmda,  problems  of  patients  are  thoroug^ily 
considered;  if  both  patients  are  not  primary 
responsibility  of  voidcer;  appropriate  co*vorker 
ia  conaulted. 

.    Observations  are  discreet^  but  extensive  enoitgh 
to  establish  the  nature  of  the  relationship 
(dependency  situation^  time  spent  together, 
conflict  pattemsj  etc.  )• 

.    Separation  of  the  indlvidtials  is  well  planned; 
not  obtrusive  or  ineffective* 

NDKBRICAL; 

.    In  X  timet  at  least  3^  of  l^e  relationships  of 
patients  questioned  by  vorker  are  sis^orted  by 
team  decision* 

* .  In  X  timest  fewer  than  X  instances  of  relationships 
>diich  were  declared  detrimental  have  not  been 
effectively  discouraged  within  X  amount  of  time. 

TRAINING  CONTENT 

FUNCTIONAL: 

.    How  to  correlate  patient  personality  charac- 
teristics vilAi  qualities  seen  in  patient 
interaction. 

•  Hov  4;ri  recoASiise  develoDin^  intei?rela,tionahiD 
qtialitles/problems. 

*  Hov  to  effectively  discourage  forming  relation- 
ships. 

.    How  to  recognize  healthy  signs  of  personality 
developfient. 

^orou^  knowledge  of  human  dynamics. 
SPECIFIC s 

.    Options  in  ward  living  assignments^  scheduling. 
.    Behavior*  relationships  desired  on  ward. 
.    Who  has  priinary  responsibility  for  each  patient. 
1  *    Hov  the  team  decision  is'made. 

PERFORMANCE  STANDARDS     .                                                        TRAINING  CONTENT 

.J 

ERIC 


Data   i  People    |  Things 

Data    t  People    [  Things 

S    Reas.    1  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.      1                 G.  D. 

TASK  NO. 

h     I      2  U 

5      1        h             1        1  h 

PA.L.  8 

GOAL! 

OBJECTIVE: 

TASK:   Reviews  progress  notes  from  various  departmants  and  notes  of  ovn  contaot>  obsezves  patient 
interacting  with  other  patients>  checking  diagnosis  with  staff  doctor*  if  necessary*  and 
Confirming  Initial  impressions  by  further  observation  or  personal  contact  with  patient>  In 
order  to  assess  patient^  s  motivation. 

PERFORMANCE^  STANDARDS 

TRAINING  CONTENT 

ISBSGRIFTIVE: 

PONCTiariAL; 

> 

i 

c 
c; 

CO 

o 

.    Thorouglilr  reviews  available  progress  notes  for 

evidence  of  patient  motivation* 
.    Discreetly  observes  patient  vhile  he  interacts 

vith  other  patients  for  signs  of  interest> 

coiiEplacency>  docility>  etc* 

*  Evaluation  is  bolstered*  if  necessaay>  by 
interview  vith  patient. 

•  Assessment  is  objective>  but  reflects  insight. 

•  How  to  scan  written  reports  for  specific 
information. 

•  How  to  discreetly  observe  patient  for  specific 
.  purpose. 

•  How  to  verify  inrpression  throu^  an  interview 
situation. 

.    Thorou^  knowledge  of  dynaioics  of  human 
behavior. 

C;, 

KUMEEICAL: 

SFBCIFIC: 

c 

* 

:> 

o 
o 

.            tlme>  assessment  b^  st^rvisor  has  at  least 

^  correlation  with  that  of  woikeir. 
.    In  X  time>  at  least  JQi  of  patients  worker  has 

identified  as  poorly  motivated  are  so  identified 

Ity  psychiatric  staff  on  review. 

.    Available  patient  records. 

.    Patient  diagn08is>  prognosis. 

.    Institutional  policy  in  discussing  diagnosis 

with  doctor. 
.    Objectives  of  treatment. 
.    Relative  importance  of  motivation. 

j 

t 
I 

PERFORMAITCE  STANDARDS 

TRAIKIKG  COOTENT 

ERIC 


Daca   1  People    i  Things 

Data     t  People    [  Things 

Reas  *    I   Mach  *      |    Lang  * 

F*  -  LEVEL 

W*"f*  -  ORIENTATION 

INSTR* 

G*  E*  D* 

TASK  NO. 

it      1       lA      1  lA 

90?6              ^      [  ^ 

5 

4       I      1      I  i; 

PA.L.  9 

GOAL: 

OBJECTIVE: 

TASKi  Writes  orders  transferring  patient  from  lodced  ward  to  imlocked  ward,  tasin^  judgement  on  patient's 
behavior  and  treatment  plan,  using  prescribed  form  and  following  institutional  policy,  in  order  to 
authorize  movement  of  patient  between  wards* 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

SBSCRIFTIVEi 

FUNCTIONAL! 

o 

«    Worker  accurately  apecifiea  action  he  de&irea  in 

written  orders* 
«    Dates,  times  are  clearly  specified* 
«    Patient  correctly  identified* 
,    Transfer  of  patient  is  consistent  with  patient 
!         behavior  and  his  treatnient  plan* 

*  How  to  fill  out  a  standard  form* 

*  How  to  interpret  written  policy* 

*  Knowledge  of  behavioral  science/psychiatry* 

is 

— i 

*  ' 

o 

HUHEBlCALs 

SEBCIFICl 

1 

w 
> 

■  o 

*  1x1  X  time,  fewer  than  X  number  of  orders  written 
teansferrinff  patients,  iha  woxker  erroneously 
transferred  patient* 

*  1x1  X  tlBSf  a^  least       agreem^t  by  supervisor 
that  patient  should  be  transferred* 

«    Institutional  policy  on  transfer  of  patients* 
*    Forms  required  to  transfer  patients* 
'  *    Eequirements,  purposes  of  each  ward* 

i 

1                              PERFORMANCE  STANDARDS 

TRAIHIKG  CONTENT 

! 


Data  1  People    t  Things    (     Data    I  Pooplo    (  Things 

\    Roas*    I  Math*     |  Lang* 

F*  -  LEVEL                         F*  -  ORIENTATION 

INSTR.      i                 G.   E.  D* 

IAS*:  N*0* 

h    \    hk       i      lA     1     6096    1       35^  t  5^ 

5       1       U      1      1       I  3 

PA*L*  10 

GOAL: 

OBJECTIVE: 

TASK:   Evaluates/assesses  tentative  treatment  plan  for  a  juvenile  nsing  own  appraisal  of  records/data 
concerning  the  patient^  personal  observation  of  patient  and  knowledge  of  psychology  and/or  group 
therapy^  discusses  the  plan  id,th  Director  of  Counseling  and  resident  psychiatrist^  securing  their 
suggestions  and  recommendations  in  order  to  develop  a  firm  treatment  plan  for  their  approval* 

! 
t 

PERFORMANCE  STANDARDS 

TRAtNtKG  COKTEOT 

lIBSCniFTIVE: 

FDNCTIONAL: 

,  c 
o 

c 

ft 

*  Plan  ia  realistic  and  consistent  with  institution- 
al policy* 

*  Worker's  plan  is  thorough*  beneficial  to  juvenile* 
aiui  appj.ioao±e  xo  ime  insxiuuxionai  sivuaxion* 

*  Discussion  is  beneficial* 

*  Worker  discusses  plan  clearly*  pn^isely  and 
thoroughly* 

*  How  to  discuss  'teeatment  .plan  thoroughly  and 
precisely* 

*  How  to  evaXimte  data  to  determine  possible/ 
optimal  ^preaches* 

*  Worfcing  knowledge  of  pstychology  or  social  work 
techniques/principles  * 

*  How  to  apply  advice* 

i 

^- 
c 

SFBCXFIC: 

i 

a 

> 

*  Over  X  period  of  time*  at  least  3^  Of  woxicer's 

plans  are  approved  as  developed  -  at  least  of 
woxkar's  plana  are  approved  id,tb  only  JDinor  alters 
ations* 

*  Over  X  period  of  time*  no  niore  than  X  number  of 
complaints  are  received  concerning  worker's 
ability  to  discuss  a  plan  and/or  act  on  advice* 

*  Discussion  occurs  within  at  least  X  number  of  d^s 
of  juvenile's  admission  or  change  in  status* 

*  ^lowledgc  of  own  plan  and  suggestions  made  to 
improve  it* 

,  *    Knowledge  of  juvenile  to  he  treated*  his  past 
behavior  and  test  results* 

*  Eiiowledge  of  Director  of*  Counselors  and  the 
psychiatrist* 

*  Xhoiaedge  of  instituatiohal  policy  as  it  relates 
to  the  tasik*  ' 

1 

t 

I 

PERFORMANCE  STANDARDS 

TRAtKtNG  CONTEXT 

ERIC 


Data      People    1  Things 

Data     1  People    I  Thirgs 

Reas .     1   Ma th .      |    Lang .  1 

■ 

W.  F.  -  LEVEL 

W.  F.  *  ORIENTATIOH 

IHSTR. 

G.  E.  D.                      TASK  KO. 

5 

5      1      1         \      k        1  ?A.L.  11 

GOAL: 

OBJECTIVE r 

TASK:  Analyzes/determines  (usually  in  consultation  with  treatment  staff)  yihy  a  patient  is  not  making 

progress  toward  treatment  goals,  verifying  existing  treatment  plan  and  procedures,  and  exercising 
professional  judgement  in  assessing  alternative  approaches  and  subsequently  modifying  the  treatment 
plan  in  order  to  develop  effective  treatinent  plans  for  patients  vho  are  not  currently  demonstrating 
progress. 

PERFORMANCE  STAHDARDS 

TRAINISG  CONTENT 

E= 

;  O 

:  ~> 

c 
to 

C 

■ 

> 

THEBCBIPTlVEt 

.    Analysis  is  thorough;  consideration  of  patient 
history,  extenuating  circumstances  is  coiotplete 
and  professional* 

.    EKercises  good  judgement  in  the  selection  of 
alternative  approaches  to  the  problem. 

•  Worker  is  sensitive  to  the  opinions  of  treatinent 
staff,  conaidera  their  suggestibns;  but  must  make 
the  final  decision* 

NUMDSBIC^L; 

•  In  X  time,  fewer  than  X  complaints  f^m  staff  that 
they  vere  not  consul  ted/their  suggestion  ignored. 

.    In  X  tijue,  caseload  review  by  superviosr  results 
in  professional  agreement  In  at  least  ^  of  cases 
reviewed. 

PDNCTIONlLt 

•    Ebctensive  knowledge  of  the  behavioral/social/ 

emotional/therapeutic  processes. 
.    Eow  to  assess  the  causes  of  failuire  of  a 
I  treatment  program  and  relate  this  information 

to  a  new  treatment  approach. 
.    How  to  establish  treatment  plans. 
.    How  to  solicit  information/opinion  from  staff. 

SFBCIFZG; 

.    How  the  treatment  process  is  iinplemented  at 

the  hospital* 
.    Lines  of  responsibility  for  treatment. 
.    fCreatiQent  alternatives  available;  tiioe 

constraints,  staff  realities,  patient  positives; 

negatives. 

.    Normal  process  for  consulting  with  staff. 

3 

i 

*l 

* 

1 

t 

\ 

! 

1                                 PERFORMANCE  STAIJDARDS 

TRAININ'C  CONTENT  1 

ERIC 


I 


Data   1  People    1  Tilings    1     Data     i  People    i  Things 

1 

Reas*    1  Math.     \  Lang* 

W#  Ft  -  LEVEL            1                    -  ORIENTATIOK 

IKSTR, 

G*  E,  D, 

TASK  ;:o. 

t 

li    1    UA      1     lA      1   6S?6     1     3096    i  5?6 

k                  1      I  k 

^A*L*  12 

goal: 

• 

OBJECTIVE: 

TASK:    Assesses  the  effect  on  the  patient  of  ixifltienoes  external  to  the  hospital;  vith  knowledge  and 
pexmission  of  patient  contacting  families,  attorneys,  other  comonmity  soiirces,  institutional 
officials  as  necessary  in  the  development  of  an  imderatanding  of  the  reality  conditions  with  ^v^ch 
patient  must  cope;  exercising  discretion  in  fqllowin;^  up  on  leads  discovexad  diirin^  the  Interviews, 
In  order  to  gain  an  insist  into  the  environment  into,  which  the  patient  must  eventually  adjiist 
and  eliminate  barriers  critical  to  patient's  progress* 

PERFORMANCE  STANDARDS 

TRAI^flNG  CONTENT 

1  1 

TOHCTIONAL: 

III! 

i 

o 
«; 

1 

*  Worker  reserves  judgement  imtil  he  has  developed 
as  Conq^rehensive  a  picture  of  the  client's  situa- 
tion as  possible* 

•  POZiLor  *o  &L9r^  vu  xircoffEix  uxon  vx  xoaos  wiucn  iiic^r 
sharpen  his  understanding  of  the  client* 

.    Care  Is  exercised  to  c<mtact  persons  who  can 
clarify  iliose  situations  that  seem  to  he  most 
critical  as  barriers  to  patient's  progress* 

*  How  to  assess  information  obtaliied  in  interview 
situations  in  terms  of  previous^  established 
facts* 

.*    How  to  conduct  interviews,  follow  -up  on  leads* 

*  How  various  social  preaaiires  can  affect  persons 
with  behavioral  problems* 

^. 

Til 

?\ 
\ 
i 

NQKEBZCiLf 

SFBCX7IC: 

.  > 
o 

O 

*  In  X  time,  fewer  than  3^  of  woricups  must  be 
revised  later  because  of  misrepresentation  of 
data  available  at  Ote  time  of  voitojp,  or  catted 
at  that  time* 

*  In  X  time,  fewer  Hian  X  number  of  ooiDrplainte  from 
penons  interviewed  by\oxker  about  attitude, 
mamier^  or  courte^. 

*  Patient's  problem,  attitudes,  etc* 

.    Whom  to  contact,  Itow,  their  attitudes,  etc* 

*  Hospital  policy  on  confid^tiality* 

*  £rognoeis  for  patient*  * 

*  Procedure  for  contacting  conmnmlty  souxrces, 
attorneys,  institutional  official* 

i 
J 

I 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTEJiT 

ERIC 


Data   I  People    |  Things 


Data.  '  1  People    {  Things" 


Reas*    I  Math.     |  Lang! 


F.  LEVEL 


W.  F.  -  ORIENTATION 


IMSTR. 


E. 


TASK  Nt). 


Ik 


g  T 


PA.L.  13 


GOAL; 


OBJECTIVE; 


TASK; 


to 


g 

u 
C 


Ehcoura^s  patients  to  verbally  present  tiieir  problems  at  grovp  tiierapy  sessions  in  relatively 
stinictured  3i4»ervised  settings  attenrptin^  to  focus  the  discrission  vspon  problems  idiich  have  relevance 
for  one  or  more  of  the  grovpf  exercising  discretion  tempered  by  staff  instructions  and  team  decisions 
In  permitting/controlling  discussion  content  idiich  may  affect  the  vulnerabili-ly  of  individual 
patients  during  the  session^  In  order  to  stimulate  the  patients^  consideration  of  problems  and 
initiate  a  imicess  of  P*^lf*flnftlyaia  and  problem  =iolv'tntf-  


PERFORMANCE  STANDARDS 


IffiSCBICTIVE; 


.    Voxker  Pertly  observes  patient  interactions » 
reactions^  withdrawal^  etc. ,  during  session. 

.    Voider  xises  good  judgement  in  directing  discus- 
sion to  a  topic  wbich  tends  to  intimidate  a 
partiouLar  patient. 

.    Vorlcer  is  non*authoritarian»  eii^>athetic»  profes- 
sionalr  non- judgemental. 

.    VoiJcer  is  aware  of^  and  functions  within  special 
instructions  of  staff  doctors/team. 

KTMBEtlCAL; 

.    In  JC  time»  fewer  than  X  jiumber  of  complcLLnts  from 
team  inembers/pTofdssioaal  staff  thai  woxker  has 
disregarded  ajpecific  instructions. 

.    In  X  time^  supervisor  notes  fewer  than  X  number 
of  instances  where  patients^  withdraw  during  groig> 
thera]^  because  woidDer  has  allowed  Hiern  to  become 
too  vulnerable. 

.    In  X  time»  st^rvisor  notes  fewer  than  X  number  of 
instieuices  of  worker's  inability  to  cope  with 
situations  not  covered  ly  instructions. 


TRATMIUG  COHTE^IT 


FOHCTIOMAL! 


&iowledge  of  dynamics  of  gro\^  therapy. 
How  to  assess  an  individual's  functioning, 
capaci-ty  during  group  therapy. 
Sow  to  encourage/promote  verbal  participation. 
How  to  disc2?eetly  direct  the  discussion^  prevent 
monopolization. 

How  to  intercede  idien  a  patient  becomes  too 
^vulnerable. 


3IECIFIC: 

.    Scheduled  time  for  group  therapy^  patient  list. 
.    Specific  staff  or  team  decision  about  specific 
patients. 

.    Patient  baclcgxound  diaxts^  information. 
.    Objective  of  exo\xp  therapy. 
•    Institutional  policy  about  ffcoup  therajjy. 
.    Options  available  during  groi^  therapy  sessionsf 
access  to  supervision. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data   1  People    |  Things 

Data    1  People    [  Things 

Rcas.    t  ^l3th.     1  Lang. 

i 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

C.  £.  D. 

TASK  NO. 

U       i      4C       1  U 

U 

k      \       \       \  k 

PA.  I..  14 

1 

GOAL: 

OBJECTIVE: 

TASK;    7aUi:s  to/asks  qiieations  of/responds  to  family  members  of  patients^  encoura^n^  them  to  discuss 

patient's  hospitalization*  prospects  for  readjxistment  to  the  family  environment*  and  any  fears  or 
doubts*  informing  them  of  the  diagnosis  and  treatment  plan*  and  its  meaxiin^  in  terms  of  family 
dynamics*  involvement*  and  comoiitment*  In  oirder  to  help  the  family  understand  and  cope  vitii' 
their  role  in  the  patient  *s  treatment. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ISSCRIPrXVEf 

FDNC!CIONAL£ 

1 

cr 

^: 

*  ¥oxker  is  courteous,  professional*  enq^athetic  in 
Contacts  vith  family  members. 

*  Vo:i^r  encourages  the  family  members  to  be  open 
and  fraiik  vitli  bim*  is  open  and  frank  in  return. 

.    Groundwork  for  patients'  return  to  the  hxmB  is 
carefully  laid* 

*  Knowledge  of  social  woric  practice/philosophy. 

*  How  to  ftinction  in  small  group  settings* 
.    Sow  to  convey  information  clearly. 

'*    How  to  be  sensitive  to  doubts*  fears* 

*  How  family  dynamics  function  (especially  in 
a  crisis  situation)* 

*  How  to  assess  attitudes* 

*  t 
. 

c 

NOMBEtlCALf 

cr 

> 

4J 

o 
C 

*  In  X  time^  fewer  than     number  of  complaints 
about  voidcer^B  manner*  attitude* 

*  In  ]^  tjoiie,  voidcer  is  able  to  establish  rapport 
with  at  least  ^  of  families* 

*  Background  of  family*  diagnosis*  prognosis  of 
patient. 

.    Institution  policy  on  family  counseling* 

*  Workload  priorities*  time  allotted* 

*  Options  available  to  fanlilyt  patient* 

*  Heeds  of  patient,  source  of  information* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

Data  1  People    )  Things 

Data    1  People    [  Things 

Reas*    )  Mach,     |  Lang* 

F.  -  ORIENTAnON 

INSTR. 

G.  E.  D. 

TASK  XO. 

1     3A       1  OA 

h             1         [  h 

PA.L.  15 

GOALr 

OBJECTIVE; 

tXsk:    italics  ^th  cllent/d^^nt^s  family  discuss inf/explorinf/recommending  ways  to  ease  cllent^s  adjust- 
ment back  Into  tiie  commmity  after  residence  in  an  Institution  or  group  home^  answering  ajay 
questions  ttiey  may  have^  following  agency  S^O^F^f  in  order  to  facilitate  client's  adjustment  back 
into  the  commmity* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ISSCRIFTIVK: 

TDNOTIONAL: 

> 

o 

^    Vox^r*s  recoauiendatlons  are  useful^  valid* 

*  Voidcer's  manner  Is  pleaaanti  encouraging^ 

*  Worker  tries  to  elicit  suggestions  from  family 
regarding  ways  iibey  mlgjit  help  client  readjust* 

*  Knowledge  of  social  work* 

^    iSiypical  problems  of  readjustment  after 
residence  in  an  Institution* 

•  How  to  help  people  Identify  and  plan  for 
3?esolutlon  of  anticipated  problems* 

• 

C* 
•  ; 

to 
c 

rj 
;5 

jj 

u 

:  o 

HUM&BICiL: 

SPBCIFICt 

*   ^  of  client's  tallced  with  expxess  approval  of 
woilEer's  suggestions  over  X  period  of  time* 

*  Client's  situationi  family  and  commmity 
3?elationships* 

*  Client's  case  history  (length  of  stay  in  the 
Institution^  progress  mader  etc*)* 

^    Knowledge  of  agency  S*0*P* 

i 
1 

1 

J 

! 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

i 

er|c 


Data  I  People    {  Things 


Data    I  People    [  Things 


H    Reas.    I  Math.     )  Lang^ 


y.  F.  -  LEVEL 

I     3A       I  IT 


F.  -  ORIEHTATIOK 
3^       [      6C^       \  ^ 


C.  E.  D. 


TASK  NO. 


I 


PA^L.  16 


GOAL^ 


OBJECTIVE: 


TASK:  .Talks,  lisiena,  discoases  client's  situation  vith  client/client's  faioily  and  staff  members  of  the  ' 
institution  or  group  home  \^ere  client  Is  to  be  placed,  concerning  goals,  objectives,  and  procedures 
inv^olved  in  the  treatment  plan  for  the  client,  in  order  to  sharpen  the  client's/client's  family's 
underetanding  of  the  plan  for  the  client  and  help  them  xoaderstaxid  institutional  policies/procedures. 


PERFORtlASiCE  STANDARDS 


DESCRIPTIVE: 


c 
o 


Underetands  plan/policies  veil  enou£^  to  answer 
questions  to  client*  s/clierit*s  family '  s 
satisfaction* 

Worker's  joanner  is  helpful,  pleasant,  friendly. 


NUMERICAL: 

*  Jpi  of  clients'/client's  family  addressed,  under- 
stand tlie  tDBtituti<»ml  policies  and  client's 
plant  over  X  period  of  time. 

*  No  more  than  X  complaints  concerning  worker's 
ukanner,  over  X  period  of  tijne^ 


i 


TRAINIKG  CONTENT 


FUNCTIONAL: 


*  Bow  to  relate  to  people,  clarify  information, 
for  them. 

*  Sow  to  eatplain  policies  and  procedures. 
.    How  to  provide  emotional  stqpport  to  individ*^ 

uals  during  periods  of  stress* 

SEBOIFIC: 

*  SIpeoifio  nature  of  client's  problem  and  goals 
and  ob;]ectives  of  i^e  treatment  plan. 

*  Listitution's/groijp  home's,  policies/procedures* 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


:> 


i  - 


ERIC 


Data    j  People     j  Things 

Data'  1  People    (  Things 

i 

Reas.    \  >^ath.     )    Lang.  { 

t 

F.  -  LEVEL 

W.        -  ORIENTATION 

XNSTR. 

G.  E.  D.               j  TAs;<  :;o. 

1 

h      I     UA^       1  U 

S 

S      \        1        ]        k        \  PA.L.  17 

J 

GOAL; 

OBJECTIVES 

1 

TASKi    Talks/lie  tens/discusses  client's  family  and  comonmity  relationships  with  Ixistitutional/grotqp  home 
staff  Hkeml^ers,  offering  oirii  olDsezvations/evaluationa  of  client^s  social  si tuati on/needs /po tent ial> 
in  order  to  provide  the  inBtitution/grotqp  hoine  staff  vith  additional  referral  information^ 

j 

# 

PERFORMANCE  STAITOARDS 

TRAINING  CONTENT 

lESCSIMIVEz 

FDNCTIQNAL; 

5:; 

c 

*j 
O 

•    Voider  is  familiar  enou^  with  client  *s  situation 
to  provide  staff  members  with  important>  relevant 
information* 

.    Discussion  is  cleari  concisei  eaay  for  others  to 
relate  to. 

.    Hov  to  convey  information  clearly>  concisely 

oiiowcr  <ju6ouxono  aooux  pirGsenvetLr  suDjecx. 
.    Hov  to  evalxiate/observe  a  client's  social 
*    situation  and  share  ol^servationa  with  other 
people. 

.    ^lovled^  of  helping  services /methods/principles^ 

techniques. 
SPBOTSTCf 

£ 

t 

O 

'  V 
O 

o 

*^ 

!  y** 

s 

.    All  relevant>  ijnportaDt  infoiniation  is  provided  , 
to  tbB  inatitutian/group  hone  hefore  cllent^a 
entiy. 

.    JQi  of  staff  mentbers  addressed  report  on  imdei^ 
atandinff  of  voxker^a  infoxmatian  aver  X  period 
of  time. 

.    Client's  aooial  histoxy,  family/ooBmranity 

relationships. 
.  *  Specific  inatitution/scotgi  home  client  is 

entering. 

) 
f 

i 

i' 
I 

1 

1 

i' 

I 
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?ERFOKMANCE  STANDARDS 

TRAiNi.VG  conte:;t 

ERIC 


.  Oat«  t  People    i  Things 

Data    (  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  ORIENTATION 

INSTR. 

G.  B.  D. 



TASK  NO. 

hi     Uc    1  U 

5 

5      1    1      I  1. 

PA.L.  18 

GOAL; 

OBJECTIVE: 

task:  Counaele  patients  (individually  or  in  small"  groups)  about  specific  typea  of  problems  (i.e.,  marriage 
counseling,  sex  education,  etc.),  as  these  patients  are  referred  ^  staff  or  co^vorkers,  in  schedxjQ^d 
appointments,  basing  exchange  vith  patient(s)  on  specific  training  in  that  area  and  patient  needs 
as  identified  in  session,  or  tbxou£^  case  histoxy,  in  order  to  help  the  patient  understand  the 
.  dtynamics  of  the  situation  and  his  own  inrolvement. 

PERFORMANCE  STAMQAROS 

TRAININC  CONTENT 

BESCHIPTIVBj 

PONCTlONALf 

> 

1^ 
m 

N 

1 

.    Patients  aare  oounseled  individually  or  in  groups 
according  to  good  judgement  in  the  assessment  of 
thelx  needs. 

.    Information  proYlded  relates  to  needs  expressed 

by  patient  or  identified  by  worker. 
.   Voxker's  maiiner  Is  non^ judgemental,  professional 

and  respectful. 
.    Patients*  are  scheduled  for  counsellog  as  quickly 

as  scbedtiLe  allows. 

.    Hbv  to  relate  the  dynamics  of  the  area  of 

counseling  (marriage  counseling,  sex  education, 
etc.)  to  the  patient  and  his  situation. 

.    How  to  present  tecihnlcal  information  clearly 
and  briefly  In  terms  understandable  to  liiB 
gro^p. 

.    How  to  detect  uncertainty,  fears »  4oubts. 
.    How  to  elicit  information  from  patient  in 

counseling  situation. 
.    How  to  focus  patient's  attention  on  partlctilar 

aspects  of  the  problem* 

i 

M 

< 

. 

HnnraiCALf 

SBECTB1C2 

Objective    1  Gc 

.    In  X  tiDie»  fewer  ttaan  X  number  of  patients  are 
not  8<diaduled  wlihin  X  days  of  referral. 

.    InX  tijDe»  siq>ervlsor  reviews  notes,  fewer  than 
X  criticisms  of  voxker  decisions  to  counsel 
patient  In  gxot^  rather  than  individually,  or 
Individually  rather  than  in  group. 

.    Why  the  patient  was  referred^  by  whom. 
.    Patient  history*  avallabilHy  of  records. 
.    Information  available  (visual  aids,  panrphlets* 
etc.). 

.    Time  allotted,  patient's  schedule,  ovn  priori^ 
ties. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   j  People    |  Things" 
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W.  F.  -  LEVEL 


I 


Data    i  People    |  Things 


If.  F.  ORIENTATION 


\    Raas.    I  Math.     |   Lang.  j 


INSTR. 


D. 


TASK  :;o. 


lA 


lA 


I 


PA.L.  X9 


GOAL: 


OBJECTIVE; 


1  i 


TASK:    locates  and  collects  interesting  and  imcon^licated  tnaterial  suitable  for  the  education  of  mentally 
retarded  atudentB^  using  own  jtidgement  as  to  isaterial  applicability^  considering  lesson  plans» 
audio-viaual'  aid8»  and  subject  matter^  in  order  to  provide  materials  of  interest  and  value  to 
Ekentally  retarded  persons* 


to 
CD 


c 


PERFORMANCE  STAliDARPS 


liBSCRIPTIVEi 


Leason  material  is  interesting  and  useful  for 
educating  the  mentally  retarded* 
Lesson  ntaterlal  is  Collected  in  a  reasonable 
amount  of  time* 


MCMERICALi 

*  Chrer  X  period  of  tijoet  no  more  tiian  X  number  of 

cotopialEits  are  received  fjccm  staff  and/or 

students  as  to  les8Qns>  interest  levels  and/or 
xise* 

*  Lesson  material  is  selected  in  no  more  13ian  X 
nuiiA>er  of  minutes* 

*  t^on  review  by  eupervlBor^  ^  of  the  materials 
Selected  are  deemed  a^prpropriate/valuable  for 
education  of  the  mentally  retarded* 


TRAINING  COXTEUn: 


FDNCTIOMALt 


*  How  to  select  and  recognize  materials  vhich 
are  interesting  and  useful  for  education  of 
the  mentally  retarded* 

*  How  and  where  to  acquire  educational  material 
and  resources* 

SPBGIFICf 

*  Knowledge  of  specific  lesson  plans* 

*  Shovled^  of  students^  their  interosts^  and 

neede* 


PERFORMANCE  STANDARDS 


TRAINING  content: 


1 1 
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TASK  KO. 
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PA.L.  20 

goal; 

objective; 

1 1 

t 

1 

i 

» 
r 

1 

i 
t 

1 

TASK:  l^ecides/detexmiBds/aska  questions  about/states  opinions  of,  specific  conq^onents  of  the  treatment 
plan  at  team  meetings,  charting  positive/negative  behavior  of  patients  as  identified  by  unit 
director,  specifyi33ff  bow  particular  behavior  will  be  reinforced/modified,  clarifyi33ff  the  role  of 
ancillary  etafff  and  providing  for  notification  of  patients  in  order  to  organize-  the  reeouroes  of 
the  hospital  into  ^  effective  specific  -treatment  effort* 

PERFORMANCE  STAOTARDS 

DESCSIPTIVE; 

•  Atten'6ion  is  given  to  inclusion  of  those  resources 
idiicb  vill  support  or  improve  the  treatment  plan. 

.  Statements/specif ioations/chartii^g  remarks  are 
definite!  specific  ra-Qier  than  general. 

.  Care  is  exercised  fhat  patient  characteristics 
as  identified  by  doctor  axe  accurately  ofaarted. 

MUHERICALf 

*  In  X  tine,  fewer  tban  X  number  of  ooniplaintB  £rom 
unit  director  about  errors  in  chartli^g  of  patient 
chaxacteristicst  stat^nent  of  tred^liDent  plan. 

.    In  X  time,  fewer  than  X  number  of  Inatances  ^then 
notTfication  of  patient  is  left  in  doubt. 

TRAINI^TG  CONTENT  ■ 

.    How  to  interact  in  a  group  meetii^g. 
*    Eov  to  iBxpress  opinion/disagreement  objectively. 
.    Kiowledge  of  the  meaning  of  various  behavioral 
characteristics,  patterns  and  dynamics. 

SCEiCIFIC; 

.    Operation  of  the  hospitalf  roles  of  staff. 

.    Sus>portivef  or  ancillaxy  staffs  their  abilities 

and  time  cooBnltments. 
.    Lines  of  responsibiliiy  concerning  treatment. 
.    Hospital  poli<gr  regarding  behavior  njodlflcation. 
.    Standard  rules  for  patient  conduct. 

PERFORMANCE  STANDARDS                                                                 TRAINING  CO.STEST   
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Data     1  People    [  Things 

Reas*    1  Math.     |    Lang.  1 

"  1 

W*  F.  -  LEV^L 

W*  F*  -  ORIENTATION 

INSTR- 

G.  E.  D,                      1  TASK  NO, 

I 

SB    1       UA       1      lA  1 

I    U0J6    1            I  3» 

h 

U              2      [        U      ipA*L*  21 

! 

GOAL; 

OBJECTIVE; 

1 

task;  Irranges  ror/ooordinates/oversees  placement  of  student  nurses  at  the  hospltal>  ensurine  that  they 
have  the  xeguiied  pxaotioal  experience  recommended  in  their  instructor's  lesson  plans>  sxi^gestiiis 
special  xeadliigs>  maJcing  certain  tiiat  dormitory  space>  meals>  etc*>  are  availaUe  as  epeoifled  in 
the  contcactt  in  order  to  pxcYide  student  nurses  vitii  tite  opportunity  for  a  practicum  in  an 
institutional  setting* 

i 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1  I 

1  J 

!  = 

3 
ij 

*^ 

n 

£? 
o 

*  The  etudent  nuraes*  etaor  goee  smoothly  and  is  a 
meaningful  leaxiUng  experience* 

*  Pl»paxations  ar«  complete* 

*  Becomiiendations  to  instructor  or  students  axe 
appropriate  and  offered  in  a  spirit  of 
cooperation* 

*  How  to  select  actual  nxirsing  experience  to 
stgpplement  classroom  instruction* 

*  Bo6ks>  readings  and  other  resources  current  in 
the  field  of  nursixig* 

*  ^nr  to  arrange  for  mals  and  lodging  for  a 
large  grotgp* 

*  Current  trends  and  methods  in  the  field  of 
nursing* 

*  How  to  collaborate  vith  anotiter  instructor 
for  **team  teaching*** 

!?• 

i 

^  T 

: 

VDHESICALt 

• 
• 

SEBCIFICl 

f 

.1 

i 

C 

O 

1  s 

*  All  atipulatiooB  of  tba  contract  are  met* 

*  ]^  of  schools  contracting  vith  Hie  institution 
express  tbs  desiio  to  oontrac^t  again* 

*  txi  3C  tiwt  ]^  of  iBstructors  state  that  Ui^y 
feel  tlie  students'  experiences  in  the  ward  nere 
well-coordinated  vith  lesson  plans  and 
ohjeotives* 

*  Stipulations  of  the  contract* 

*  Bow  to  vork  vitii  the  head  nurses  in  arranging 
ward  experience  for  iSbe  students* 

*  Institutional  S*0*F*  for  lodg^jig  and  meals* 

1 

t 
I 

?erformai«:e  standards 

TRAINING  CONTEICT 
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Data   1  People    I  Things 


Data     I  People    \  Things 
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W*  F.  -  LEVEL 
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W.  F.  *  ORIENTATIOii 
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ISSTR. 


G,  E. 


TASK  KO, 


I       I        1       U        1  PA.L.  22 


GOAL: 


OBJECTIVE: 


TASK:    Siscusses/e^lains/clarlfies  the  trealinent  program^  its  inethods  and  e:cpectatlons  to  a  new  client 
at  the  initial  intexviev^  encouraginf  the  client  to  cooperate^  e:cplaiiiin£  the  necessity  for  the 
client  to  authorize  treatment  in  order  to  secure  the  patient's  signature/approval  for  treatment 
authorization. 


u 

Q 


> 


LL 


PERFORMANCE  STANDARDS 


VBSCBJfSTVBt 


Carefully  describes  treatoent/therapy  metliods  and 
exP^ctatioDB  in  terns  ihB  client  can  understand. 
Worker  is  encouraglns  and  persuading. 
Accurately  perceives  client^  imderstanding  of 
treatanent  expectations*  * 

Secures  trealaient  auifliorisatiQn  for  jgi  of  cliente 
over  X  period  of  tine* 

Over  X  period  of  tlae  fewer  tiian  ^  clients  con- 
plain  that  tbey  signed  aw  autborication  form 
wltfaout  understanding  its  implications* 


TRAINING  CONTENT 


yPMCTIOHAL: 

.    A  thorou^  knowledge  of  the  treatment  program. 
How  to  persuade  a  client  to  cooperate. 


SEBCXFTCt 

.    The  approach  nacessaxy  to  persuade  the  specific 
client* 

t    Background  information  on  the  client. 
*    Knowledge  of  the  purpose  of  the  authorization 
form. 


PERFORMANCE  STAKDtiVRDS 


TRAINING  CONIENT 
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PA*L*  23 


GOAL; 


OBJECTIVE: 


TASK;    Explatns/claxifie&  the  vax^d  routine^  activities  schedule  and  responaibilities  to  a  new  patient^ 
anaverinff  queatione  and  pointing  out  the  various  locations  vhei^  activities  take  place»  In  order 
to  acquaint  -Hie  client  vith  Hbe  expected  routine  of  his  assigned  vard* 


CO 


PERFORMANCE  STAMDARDS 


IBSGSIFTIVEl 


*  Clearly  eaplains  the  routine  in  easily  understood 
terms. 

*  Carefully  determlnas  if  the  client  understands. 

*  Sapeata  and  clarifies  Ihe  routine  as  often  as 
neceaeary* 

.    Sncourages  client  to  ask  questions  and  gives 
appropriate  answers. 

HTOEaiCAL: 

*  '  Over  X  period  X  nev  clients  demonatrate  an 

understanding  of  Ihe  routine  In  X  tine* 

*  Pener  than  I  cooplaints  from  clients  that  voricer 
esplanaticm  vas  unclear* 

*  Fiawer  than  X  cooplaints  troat  clients  concerning 
voxker's  manner* 


PERFORMAKCE  STAKPARDS 


TRAININ^G  CONTE^JT 


gPHCTIONALt 


CoBBttunicatlon  skills>  i.e.  >  how  to  eacplain  a 

routine  and  give  directions. 

Eow  to  woi^  vith  emotionally  disturbed  adults* 

Hov  to  perceive  if  a  client  grasps  an  estpla^ 

nation* 


3PBCIKICI 

*  The  routine  of  the  ward  to  lAilch  the  client  is 
asalgned. 

*  Hov  the  task  contributes  to  the  eubaystem^e 
goals  and  objectives. 

*  Koovledge  of  various  locations  vhere  activities 
take  place* 


TRAiyiKG  CONTEKT 
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TASK  N'O, 
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PA.L.  24 

COAL: 

OBJECTIVE; 

i 

TASK;    Consults  vlth  (taUcs,  listens  to,  answers  g:uestions)  hospitals,  nursing  homesi  schools,  and 
public  interest  groiqps  that  vant  to  have  a  special  short  course,  dlscxission  or  lecture  on  the 
subject  of  mental  health-,  recommendins  special  topics,  books,  pamphlets,  etc.  t  supplying  films, 
in  accordance  vlth  institutional  S.O.P. ,  in  order  to  increase  tiieir  understandixig  of  vhat  Is 
relevant  BXid  eurr^t  in  the  field  of  mental  health.' 

PERFORMANCE  STANDARDS 

IfiSCRIFTIVE: 

.    Besources  recomoended  are  current,  reliable,  and 

relevant* 
.    !I!opiC8  timely. 

.    liotkBT  expresses  an  interest  ^  the  request  and 
attempts  to  fulfill  it  to  the  best  of  his  ability. 

.    MotkBT  creates  good  impression  of  the  institution 
by  servlnff  as  a  resource. 

.    Over  X  period  of  timof  ^  of  those  seeking 
assistance  report  that  voi3cer*8  suggestions 
vexe  useful. 

.    Over  X  period  of  tltASf  no  more  Hian  X  con^vlalnts 
about  voiker's  manner/approaeh/etc. 

TRAINING  CONTENT 

PONCTIONALt 

.    Knowledge  of  menteiL  health  practice/trends. 
.    Knowledge  of  library/printed  resource  material. 
.    Ctkrrent  tieends  and  philosophy  in  tiie  field  of 

mental  health. 
.    How  to  recommend  topics  and  resources  to  some^ 

one  preparing  for  a  lecture,  discussion,  etc. 

SECCIFICf 

.    Institutional  S.O.P.  for  cooperating  vith 

community  resources. 
.    !I*ype  of  lecture^  discussion  group,  etc. ,  that 

is  intended. 

1                               PERFORMANCE  STANDARDS   TRAIHISG  a^lSTE^  1 
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PA.L.  25 


GOAL: 


OBJECTIVE! 


TASK:   Seports  patient^s  progress  in  theraapy  situations/vaxd  behavior,  aurplifyinff  baaic  report/claxifying 
details /suggesting  alternatives  as  requested,  basing  observ^ations  upon  training  and  experience 
as  a  drug  counselor,  in  order  to  present  oyn  evaluation  of  patient^  s  progress  at  team  ineetlngs/ 
diagnostic  staffings* 


CO 
to 


o 
o 


PERFORMAKCE  STANDARDS 


IffiSCBIPTiyBl 


*  Beports  are  brief,  but  descriptive,  accurate, 
and  Complete* 

*  Voi^cer  reBponds  appropriately  to  questions  asked 
at  the  meetingi. 

*  Suggestions  are  reasonable,  based  on  the  substance 
of  tiie  report* 

KDMEBICALt 

*  In  X  tijne,  fever  than  X  number  of  errors  or 
inoonBistecDcies  axe  noted  ^  team  members* 

*  In  X  time,  fewer  than  X  number  of  complaints 
fixm  staff/team  members  about  clarity  of  worker's 
report* 

*  In  X  cases,  staff/team  mjembers  agree  liiat 
suggested  alternatives  axe  reasonable/feasible* 


TRAINING  CONTEST 


How  to  msikB  clear  and  concise  reports*  >i 
How  to  assess  question  and  respond  appropriately*!!:! 

*  How  to  function  in  small  groups* 

*  How  to  Contribute  suggestions*  _ 
^    Knowledge  of  therapy  techniques  for  drug  patients} 

SEBCIFIC; 

*  Purpose  of  the  team  meetings /diagnostic  staffing* 

*  Sources  of  information  'about  the  patient  under 
consideration* 

*  IJype  of  report  expectedj  content  and  extent* 


PERFQRMAKCE  STANDARDS 


TRAILING  CONTENT 
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Data     [  People    |  Things 
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TASK  NO. 

iCR     1     he        1  1A 
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PA*M.  1 

GOAL; 

objective: 

TASK-  A''™^'^'^ft***Tft  ftr««e^*,  ^angllAg^^^  (^Pwlnpmpp^:          h^ta^ing  ±tn^±i^  4m5  aTI  new  institution  i?*»Ri*1pntfl  and 

referrala,  and  periodically  to  all  reaidenta  in  therapy,  adaptin^r  standard  tests  to  meet  their 
pbyaical  and/or  intellectual  limitations,  in  order  to  determine  vhat,  if  any,  correctional  proce- 
dures should  ^e  folloffed. 

.omil  Unit 

PERFORMANCE  STANDARDS 

DESdUFPIVE: 

*  Voiker  is  kind,  patient  and  o^ser\rant* 

*  Voilcer  stays  ^thln  ai^  specified  time  limit,  and 
administers  all  parts  of  the  tests. 

*  Ajipropriate  test  is  given. 

.    Test  is  correctly  administered* 

*  Protocol  is  followed* 

TRAINING  OONTENt 

FQNCTXONAL; 

*  How  to  administer  speech/hearln^/laneuage 
develoimient  tests* 

*  Enowled^  of  speech  therapy  and  language 
development  to  level  of  chinical  specially. 

*  How  to  read  and  comprehend /intepret  test 
results* 

> 

n; 

Objective    1    Goal     ]    .  Organlzati 

NUHHHlCALt 

*  Only  X  cdsplaints  fton  3^  of  residents,  parents  or 
ward  stt^idants  of  voxker's  attitude* 

*  Only  X  complaints  over  X  period  of  time  £com  co- 
voidcars  tiiat  tests  mre^not  administered  prop- 
erly or  lliat  decisions  concerning  procedures  to 

^e  followed^  vere  inappropriate. 

SPECUTCl 

*  Cha3:acteristics  of  resident/refen^al,  (e*g. , 
educational  ^a^^kground,  physical/mental  limi- 
tations). 

*  Agency  prooedures^  if  az^,  for  administering 
testa* 

.   Kaowledge  of  correctional  procedures  available 
for  dealing  ^th  ^ecific  problems,  i.e. , 
hearing,  speech* 

C 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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TASK  NO, 
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PA.M»  2 

GOAL; 

OBJECTIVE: 

TASK:  Drills  patients  in  recognizing  and  improving  specific  speech  sounds>  using  own  knowlege  of  speech 
'         therapy/procedures/ techniques^  as  well  as  games  and  positive  verbal  reinforcement >  in  order  to 
improve  patients'  correct  use  and  pronounciation  of  those  sounds* 

FERFORWOICE  STANDARDS 

TRAINING  CONTENT 

DESCRXPTiyE; 

FUNCTIONAL: 

> 

Objective     (    Goal      |      Organizational  Unit 

*  Worker  is  patient^  stimulating^  perceptive  and  firm 
in  interaction  with  patients* 

*  Worker's  questions^  expectations  of  patient  are 
clear  and  well-defined* 

^  11x^1.1.1.9  cixe                  reiaceu        ^nt?  nt^tfuB  vx  uit? 
individual  residents* 

NUMERICAL: 

*  Drills  are  completed  in  3C  amount  of  time* 

*  Over  X  period  of  time^  other  medical  staff  members 
report  that       of  patients  have  improved  their 
enunciation  due  to  worker's  guidance* 

*  Knowledge  of  speech  therapy  and  the  procedures 
and  techniques  used  to  employ  that  knowledge* 

*  Teaching  skills  for  employment  with  handicapped 
individuals  * 

SPECIFIC: 

*  Characteristics  of  patients;  speech  and/or  physical 
and  mental  deficiencies* 

*  Knowledge  of  the  drills  to  be  used* 

1 

i 

* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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TASK  NO, 
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5 
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PA.M.  3 

GOAL: 

OBJECTIVE: 

> 

1 

< 
c 

task:  Ehrills  patients  in  language  development  skills,  categorising  concrete  items,  using  plastic  fruits, 

dishes,  large  colored  pictures,  records,  tapes,  large  paper  dolls>  and  language  books>  in  order  that 
patients  may  learn  ^o  identify  and  pronounce  the  names  of  concrete  objects  and  develop  other  basic 
language  skills. 

FERFOBMAKCE  STANDARDS 

DESCRIPTIVE: 

.  Worker  is  perceptive,  stimulating  and  firm  in  inter- 
action with  patient. 

.  Worker^ s  questions,  expectations  of  patient  are  clear 
and  well-defined* 

,  Drills  are  directly  related  to  needs/background  of 
individual  patients. 

NUMERICAL; 

*  After  X  period  of  time,  XX  of  patients  show  improve- 
ment in  language  skill,  due  to  worker's  drills. 

*  Drills  are  completed  in  X  amount  of  time* 

TRAINING  CONTENt 

FUNCTIONAL: 

.  Knowledge  of  speech  therapy/ language  development 
and  the  procedures/ techniques  used  to  employ  that 
knowledge 

.  Teaching  knowledge 

SPECIFIC: 

.  The  tools  and  equipment  available 

.  Knowledge  of  residents*  physical  and  mental 

limitations  and  personalities 
.  Knowledge  of  the  drills  to  be  used  * 

ferformuk;e  standards                                                 TRAIN1»S  OQMTENT 

ERIC 
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INSTR. 

G.  E.  D. 

TASK  NO. 

in     1     ?            1    lA            1      80         1     15  Is 

5 

5         1     2           I  5 

PA.H.  4 

GOAL: 

OBJECTIVE; 

TASK:  Decides/determines',  following  discussion  with  client/patlent>  the  specific  long  and  short-term  goals, 
techniques  and  procedures  by  which  an  Individual  patient  may  Improve  his  speech^  relying  on  knowledge 
of  patient's  medical  background  and  a  personal  evaluation  o£  patient's  therapy  needs>  in  or'ler  to  pre- 
pare Informal  lesson  plans  for  the  treatment  session  with  the  resident/patient. 

PERFORMANCE  SXAHDARDS 

DESCRIPTIVE: 

TRAINING  CONTENT 

FUNCTIONAL: 

.  Procedures  chosen  are  consistent  with  all  pertinent 
Information* 

.  Evaluation  of  patient's  therapy  needs  Is  accurate. 
NUMERICAL: 

.  Knowledge  of  speech  therapy/language  development 
and  the  procedures /techniques  used  to  employ 
that  knowledge 

.  How  to  determine  objectives^  scope  of  patient's 
development  In  Improving  speech 

!-■ 

CO 

H 

g 

*  After  periodic  review,  medical  experts  disagree  with 

only  3CX  of  procedures  chosen. 
.  After  X  period  of  time,       of  patients  show  Improve* 

m^t  In  verbal  skills  due  to  worker*s  lesson  plan. 

SPECIFIC: 

vn 
*— * 

Objective    |    Goal     1  Oreanlzai 

*  Knowledge  of  patlent^s  educational  background^ 
.  physical  and  jnental  limitations  ' 
.  Knowledge  of  procedures  which  will  be  en^loyed 
.  Knowledge  of  agency's  purpose/goals/S.O.P. 

• 

PERFORMANCE  STANDARDS 

TRAINING  OOHTEHT 

ERIC 


t 


II     Objective    I    Goal     |       Organizational  Unit  1 

Data   1  People    |  Things 

Data     1  People    |  Things 

Reas*    \  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  *  ORIENTATtOM 

INSTR. 

G.  E.  D. 

TASK  NO. 

4       I     lA        I  lA 

80       1     5          1  15 

5 

5        1     2         \  A 

FA.M.  5 

GOAL: 

OBJECTIVE; 

1 

1— 1 

i-i 

1-3 
< 

. 

TASKt  Examines/ evaluates  a  physically  handicapped  patient's  progress^  comparing  present  reflel^  capabilities^ 
physical  development^  and  range  of  motion  capabilities  with  past  capabilities^  using  daily  graphs  and 
observation^  en^loying  laiowledge  of  physical  therapy  and  treatment  program  development>  in  order  to 
alter  treatment  program  to  meet  patient'^  needs  as  they  change  from  day  to  day. 

PERFORMANCE  STANEARDS 

DESCRIPTIVE: 

.  Evaluation  considers  all  available  information* 

*  Alterations  are  consistent  with  patient's  needs. 
.  Changes  in  program  are  made  as  needed* 

NUMERICAL: 

*  Upon  review^  supervisor  notes  no  more  than  X 
instances  in  X  period  of  time  where  worker  ignored 
iit^ortant  infop&ation. 

*  After  a  change  in  the  patient's  situation  arises^ 
worker  changes  program  within  X  period  of  time. 

TRAINING  CONTENT 

FUNCnOiatL: 

.  Knowledge  of  physical  therapy  and  treatment 

program  development. 
.  How  to  evaluate  a  physically  handicapped 

patient. 

.  How  to  interpret  graphs  and  reports. 
SPECIFIC: 

.  How  to  use  and  locate  graphs. 

*  Knowledge  of  past  capabilities  of  specific 
patient* 

*  Knowledge  of  treatment  program  for  the  patient 
undergoiiiLg  treatment. 

PERFORMANCE  STANDARDS                                                             TRAINING  CONTENT 

ERIC 


SOCIAL  WORK;    GMEBIO  SBODEatCE 

(svr) 


103 


A.    RecelvlBf/ProceBslBf  Referrals 

Determining  Meed/Eligibility  for  Servioes 
Eeportins/^laintaining  Case  Records 

D,  .    Giving^  Information 

£.    Obtaining  Information  ftom  Collateral  Sources 
F.    Fommlating/Developing  Service  Plan 

Eeaching  Agreement  with  Client/Involving  Client  in 
FoxnmlatioD  of  Service  Plan 

E.  Serv^ioe  Plaa  Implementation  and  FoUoV-tJp 
I*    Organizing  Coimminity  Eesources 

J.    Using  Supervision/Consultation 


ERLC 


308 


Data   j  People    I  Things 


Data     I  People    \  Things" 


i_  Reas.    I   Math.     |  LangT 


W.  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


T 


TASK  NO. 


T  2 


5<T 


45 


SW  A.  7 


goal: 


OBJECTIVK ; 


TASK!  Observes/asks  questions  about/discusses  the  client's  and/or  family's  physical,  emotional,  and 

environmental  situation  in  a  home  Interview,  upon  complaint  or  referral,  following  agency  procedures, 
guidelines  and  protective  services  criteria,  in  order  to  determine  if  complaint  or  referral  is  valid. 


PERFORMANCE  STANDARDS 


descriptive; 


C 

^3 


VZ 

g 

w 
c 

to 


l/orker  is  courteous,  firm,  orderly  and  perceptive 
In  home  interview;  secures  adequate  information  on 
which  to  base  assessment* 
Worker  shows  concern  for  family  members. 
Recommendations  reflect  an  accurate  assessment  of 
family's  situation. 

NUMERICAL! 


L^ss  than  X%  of  clients  complain  about  worker's 
approach/ fairness  in  obtaining  any  information. 
In  less  than       of  cases,  information  is  not 
adequate  to  make  determination. 

Worker  secures  information  within  X  period  of  time^ 
following  complaint  or  referral. 


TRAINING  COMTENT 

FUNCTIONAL: 

.  How  to  question/observe/evaluate  data  in  a  family 

evaluation  study 
.  How  to  assess  emotional  and  physical  states  of 

family  members 
.  Knowledge  of  human  behavior,  general  psychology 

and  social  work  principles  and  practice 

SPECIFIC: 

.  How  task  relates  to  agency  objective 

.  Agency  procedure,  report  guidelines,  and  protect 

tive  services  criteria 
.  Knowledge  of  state  laws  and  codes  which  apply  to 

the  case,  if  necessary 


< 


0> 

Si 

u 


PERFORmNCE  STANDARDS 


TRAINING  CONTENT 


_J  I 


erJc 


Data  !  People    j  Things 

Data     1  People    \  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

F*  -  ORIENTATION 

INSTR. 

G*  E.  D. 

TASK  NO. 

1     Objective        Goal      |    >  Organisational  Unit.. 

4      1     2           1  lA 

50        1    55  Is 

5 

4         1     1           I  4 

SW  A.  8 

GOAL: 

OBJECTIVE; 

H 

i 

,  < 

o 
. 

TASK:  Converses  with/asks  questions  of  the  parents  concerning  their  evaluation  of  the  mentally  retarded 
child^  observes  child^  obtaining  information  about  the  child* s  functional  level  and  behavioral 
progress  In  accordance  with  agency  guidelines  in  order  'to  recommend  educational  programs  for  the  , 
child. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Evaluation  is  accurate  and  complete^  based  on  all 

available  data* 
.  Worker  is  courteous  and  friendly  to  parents  and 

child  and  puts  them  at  their  ease* 

*  Interview  if  completed  in. a  reasonable  amount  of 
time. 

NUMERICAL: 

.  Not  more  than  X  number  of  parents  C(»nplain  about  the 
worker's  manner* 

*  inC  of  the  interviews  result  in  a  valid>  appropriate 
recomnendation. 

*    TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  question/observe/evaluate  social  data  in 

diagnostic  home  visits 
.  How  to  be  courteous  and  friendly  and  put  people 

who  are  to  be  interviewed^  at  their  ease 
*  How  to  draw  conclusions  from  a  mass  of  data 
.  How  to  relate  observed  and  shared  information  to 

effect  a  social /educational  d iagnosis 
.  Skill  in  interpersonal  relationships 

SPECIFIC: 

.  lOaowledge  of  parents  and  child 

,  Knowledge  of  existing  educational  programs  in 

the  agency  and/or  comoninity 
^  Knowledge  of  agency  guidelines  and  regulations 

PERFORMANCE  STANDARDS                                                                 TRAINING  CONTENT 

CO 


Data   1  People    |  Things 

Data     I  People    i  Things^" 

Reas*    1  Math*     |  Lang, 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR* 

G.  E.  D. 

TASK  NO, 

4       1     AA        1  lA 

25       1     70  is 

A 

All          I  4 

SW.A  9 

COAL: 

OBJECTIVE; 

TASK:  Talks  to/discusses  with  client  his  need  for  service,  clarifying  methods  of  overcoming  barriers  to  his 
use  of  agency  services,  explaining  various  options  client  might  take  in  dealing  with  these  barriers, 
offering  advice  using  own  evaluation  of  client^s  situation  and  knowledge  of  agency  services  available, 
in  order  to  enable/encourage  client  to  use  services* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

P 

z> 

n 

descriptive: 

»  Worker's  ailv ice/explanations  demonstrate  good  judge* 

meat,  accuracy  and  thoroughness* 
*  Worker's  manner  is  respectful* 

NUMERICAL: 

FUNCTIONAL: 

*  How  to  give  advice 

^  How  to  relate  social  data,  developing/evaluating 
options  to  provide  data  on  which  client  can  base 
decisions 

*  How  to  involve  client  in  resolving  his  own 
problems 

SPECIFIC: 

*  Knowledge  of  client  and  his  situation 

^  *  Knowledge  of  agency  services  available  for 
client*s  use 

*  Knowledge  of  barriers  which  prevent  client  from 
using  these  services 

ADHIN1S'XKATI\ 

Objective       .Goal     [  Organizations 

*  Over  ^  period  of  time,  no  more  than  X  number  of  com* 
plaints  are  received  from  client  about  worker's 
advice,  infoimation  and/or  manner* 

i 

f: 

O 

PERFORtttNCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


i 


1     Objective    1    Goal     1       Organisational  Unit  1 

Data  t  People    |  Things 

Data      People   |  Things 

ReaSt   1  Math*    |  Lang* 

F.  -  LEVEL 

W^        -  ORIENTATIOW 

INSTR* 

G*  E^  D* 

TASK  NO* 

4     1     U/     1  lA 

85       1     10  Is 

U 

U         \      I           I  4 

SW*A*10 

GOAL: 

OBJECTIVE t 

> 

s: 

h- 

M 

1 

O 
* 

TASK:  Kevlews  Information  obtained  from  client^  examining  interests /needs  of  client  in  relation  to  programs 
offered  by  the  agency^  in  order  to  prepare  for  meeting  with  client  in  which  service  options  will  be 
discussed* 

PERFORHAHCE  STAimARDS 

DESCRIPTIVE: 

*  Conclusion  is  consistent  with  data* 

*  Decision  reflects  good  Judgement* 

^  Worker  decides  upon  programs  which  will  best  meet 
needs/ interests  of  clients* 

*  All  factors /variables  are  considered* 

KUMERICAL: 

^  Supervisor  agrees  with  worker's  list  of  appropriate 
service  options  XX  of  the  time* 

*  Clients  agree  with  worker's  suggestions  of  service 
options  XX  of  time* 

TRAINING  CONTENT 

FUNCTIONAL; 

^  Hdw  to  draw  conclusions  from  examining  data 

*  Knowledge  of  human  behavior 

SPECIFIC: 

^  Programs  available  at  the  institution 

*  Needs/interests  of  specific  client 

^  Knowledge  of  service  options  available  to  client 

PERFORMANCE  STANDARDS                                                              TRAINING  CONTENT 

Data   )  People    1  Thlnes 

Data     1  People    \  Things 

R«a8.    1  Math.     I  liang. 

W.  F.  -  LEVEL 

W.  F.  •  ORIENTATiaN 

INSTR. 

G.  E.  D. 

TASK  NO. 

4      f     lA         i  lA 

90       1     5          t  5 

5 

■    5         1     1          I  4 

SW.A.  11 

•OAL: 

OBJECTIVE: 

TASK;  Evaluates  requests  for  services  from  clients/intake  unit  and/or  diagnostic  unit>  assessing  client^s 
situation         the  programs  available  for  client>  using 'knowledge  of  Social  Services  progr^s  and 
regulations>  in  order  to  determine  what  reaourses  are  available  to  aid  the  client. 

PERFOBIttHCE  STANDARDS 

TRAINING  CONTENT 

descriptive: 

FUNCTIONAL: 

> 

i 

c 

f9 

c 
o 

.  Proposed  solutions  are  appropriate  for  client's 
Situation* 

.  Proposed  solution  benefits  client's  goals. 

.  Determination  is  made  in  a  reasonable  amount  of 

time- 
NUMERICAL; 

.  How  to  recognise/evaluate  social  problems  and 

determine  possible  solutions 
.  How  to  apply  rules  and  regulations  in  a  problem 

Solving  situation 
.  How  to  select  the  most  appropriate  course  of 

action  among  many  alternatives 
.  Knowledge  of  social  work  theory/practice 

:z 
t-* 

i 

Ob jccttvc    1    Goal     |  Organtza 

4  Evaluation  is  made  in  at  least  X  period  of  time. 
.  Less  than  JCK  of  case%  recommended  aid  was  not 
Appropriate. 

SPECIFIC; 

.  Knowledge  o£  request  for  services 

.  Knowledge  of  client^s  situation 

*  Knowledge  o£  programs  available  to  assist  client 

.  Knowledge  of  Social  Services  regulations 

> 

C 
• 

PERFORHMTCE  SMNDARDS 

'   TRAINING  CONTENT 

i  Data   (  paoale    t  Things    |     Data    \  People  l_TItings" 


W,  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


I  iO!X! 


§    Reas .    I   >fa  ch .      \    Lang . 


INSTR, 


G.  E.  D. 


TAS:<  XO. 


I 


I 


SVr.A.  12 


OBJECTIVE! 


03 


r  t 


XA5Kr    Evaluataa/Asseaaes  Infcnoation  about  individual's  eituation  (from  indlvidualt  agency  record,  if  asoTt  | 
etc*)t  coDsiderinff  natum/urgen^  of  situation,  individtial's  stateinent  of  need/request  fcr  eexvicea, 
and  aitexnate  ways  of  dealing  with  eituation,  in  order  to  determine  course  of  action  to  l>e  taken 
(follo^xq>f  refer  to  ano'Qier  worker  vbo  ie  or^  has  l>een  Involved  with  individual/family,  or  referral 
to  another  agency  which  has  jurisdiction  or  is  able  to  provide  needed  services,  terminate,  etc*)* 


P£RFOR>;AyCE  STANDARDS 


lgSCRIFriVE> 


Ici 


Voiker*s  aaseasment  I0  coiqplete,  thorou^, 
accurate* 

CoiDpleted  within  reaaonable  lensth  of  time. 


Proper  course  of  action  determined  in  at  least 
29^  of  cases  neeilUng  services* 
All  (1OO9O  pertlnmt  Information  concerning  the 
caae  is  considexed  in  determining  dispoaition 
of  the  case* 


PERFOit>aNCE  STANDARDS 


TRAIKI^C  CONTENT 


FUSCTtaSALt 


.    Knowledge  of  human  behavior* 

*  How  to  select  pertinent  informatlcn  from  a 
mass  of  daiA* 

*  How  to  organise  information*.    —  - 

*  How  to  BynVbBBizet 

*  ^w  to  recognise  relationships* 

*  Discretion* 

*  Biagncetic  techniques*  ^ 

*  Ilynamics  of  environnental  factors  and  intexw 
relationship  with,  human  behavior* 

SBBDTUCt  I 

*  Skill  in  making  rapid,  independent  and 
a$ipropriate  decisions* 

*  Scope  of  agency  seinrlces/functions* 

*  Professional  esqpertise* 

*  \iwaxenes8  of  available  resources* 

*  Knowledge  of  specified  individtial's 
situation* 


TRAIN!  :;g  a)NVE:;T 


ERIC 


!  Data    ;  People    j  Tulrigs 

Data    1  People    I  Things 

\ 

Reas.    t  Math.     |  Lans. 

i  i 

j                        -  LEVEL 

U,  F.  -  ORIENTATION 

IKSTR. 

G.  E.  D. 

TASK  XO.  it 

1     3B    i   -    2       1  lA 

h 

U      1       1             3  1 

J 

Stf.A.  13      i  : 

!  i 
I 

GOAL; 

OBJECTIVE : 

1  t 
1  1 

i  > 

i 

TASK:  Asks  questlonA^LLstena  to  responses  of  intake  voxker  concerning  referral  of  iX341vidiial,  in  order  | 
to  galber  additlonal/olarify  information  about  the  individiial  azid  the  problem  for  vhlch  he/she  is  j 
being:  referred*  { 

• 

CO 


1— 


ii! 
I 


i  s 
i 

i 
t 

a 

*  I 
■  I 

i 

:>\ 


PERFORMANCE  STANDARDS 


PBSCRIPCIVE: 


Questions  axe  stated  dearly  and  concisely* 

Ctuestions  a^ked  axe  pertinent* 

ill  necessaiy  and  a^railable  information  is  ' 

obtained* 


NOWERICALf 

*  Additional  information  is  obtained  in  all  (l009() 
cases  vtaere  infoxmation  provided  is  incomplete* 

*  Ko  Bkcre  Huai  X  valid  coii9»l€L£nte  received  ^tiiin 
X  period  of  time  about  voidcar* 


TRAININ'C  COXTRNT 


*  Hov  to  ask  guestloi^  in  clear  and  concise 
manner* 

*  Listenln^r  skills* 

*  How  to  select  relevant  information^ 

*  How  to  organize  information* 

*  Khowled^  of  social/emotional  problems  and 
their  resolution* 

SPECIFIC > 

*  Ehowled^  of  agency  guidelines  as  related 
to  task* 

*  Knowledge  of  idiat  information  is  needed* 


1  ; 


1  ! 

i  ^ 


f  • 

1  : 


PERFOSMASCE  STANDARDS 


TRAINING  co>:::;::t 


ERIC 


1   1  D£ca  i  ?eo?le    I  Things 

Data    1  People    I  Things 

\ 

Reas.    1  Math.     |  Lang. 

1  ; 

[   1           W.  F.  -  LEm 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E,  D. 

TASK  NC.         I  ; 

!    !      3B   1       2        i  11 

h 

h        \       1        \  h 

sw.i.  lU     ;  ' 

;  GOAL; 

1,  1 
1 

} 

OBJECTIVE:                                                                     j  ! 

I  i 

 -,  

{  TASK:    Siscueses  with  iiidividtial/fainily  advantages  of  a 
1            pexsonnelt  in  a?elation  to  jiresentinff  pro'blemt  an 
i             to  effect  referral  of  individual/family  to  othex 
1  slttiatlon. 

\  i—  ■  

Bdldtance/dexvlce  provided  by  oitor  agenoy/xesoiixce   I  ( 
isverinff  guestionsf  e^r^lainlnf  pj^ocedurast  in  order  : 
•  agen^/resouroe  >jhicb  can  aUevlate/resolve              J  j 

i  i 

1  i 
1  • 

*  t 

CO 
CD 


i_i 

il 

*  i 

H 

j 


I 

;  f 


DESCRIPTIVE: 

.    Explanation  is  clears  conoiaef  accurate^  complete. 


NPMBBICALt 

.    Ho  iDoxe  iban  X  valid  conplalntB  xeceived  viiSiin 
X  peddled  of  time  about  voiter. 


.  Communication  skills. 

.  Motivational  techniques. 

.  How  to  organize  information. 

.  Organizational^  management  skills. 

.  Ehowledge  of  social  voi^  prac'tloe. 

sracincr 

.   Knowledge  of  agency  services. 
.    Kiiowledge  of  coinanmiigr  agencies  and 
resources . 


PERFQR>!AKCE  STANDARDS 


TRAINING  CO,VrKNT 


ERIC 


!  r-Ata   i  People    |  TUiviRs 

Data     i  People    I  Things 

f     Reas.     1    Math.      |  Lanff. 

\  ■ 

i           V.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

•    G.  E.  D. 

TAS:<  NO.         !  ! 

;    3B     !      2_      i  14 

7096  i       2SJ6  i  SJ6 

k 

1        4       1        1        i  h 

SW.A.15  ■ 

j  GO--; 

\ 

OBJECTIVE:  : 

i  : 

 I'  ! 

CO 


TASK:   Biecuseee  vi^/aalca  questions  of  si^erv^isor  and/or  previous  casevoricer  about  newly  assigned  ease 
(if  not  a  neu  case),  after  reading  ease  reeord^  in  order  to  gather  more  detailed  and/or  clarify 
imfonoation  about  the  case  and/or  interpret  infomtation  in  referral* 


I 


i  \ 


?ERFOR>tANCE  STANDARDS 


Questions  are  clear,  oonoiee* 

Voxlt^r  ie  thorough  in  o1>talnin£r  information. 


MOMEBICALi 

*  Determines  need  for  action  in  at  least  X  out  of  . 
X  referrals* 

*  Contacts  st^rvisor  and/or  previous  caseworker  in 
at  least  X  out  of  X  cases  >diere  need  exists* 

*  Obtains  at  Isast  ^  of  nasded  and  avalla1>le 
information. 


TRAIUIN'G  CONTKNT 


.    How  to  organize  information. 

*  How  to  ask  queetions  in  clear»  concise 
manner*  -*  ' 

*  How  to  determine  relevant/irrelevant 
information. 

.    Knowledge  of  social  case  work* 

.    Showledge  of  agency  guidelines. 

*  B^ovledge  of  case  record  contents* 


i 
I 

1  I 

i  i 


i-' 

i 


PERyORM&KCE  S7AKSARDS 


TRAINING  CONTENT 


I  i 


i    ;  uaca   1  People    {  Things 

Data    I  People    1  Things 

B    Reas.    1  Math.     |  Lang. 

i  ' 

1   i             II,  F.  -  LEVEL 

M.  F.  -  ORIENTATION 

INSTR.     1               G.  E.  D. 

TASK  KO.         i  : 

1  i  3B    i     u     1  U 

3      1    3         1      3       i  3 

aw.A.  16      '  ^ 

!  i  g:^X: 

OBJECTIVE:                                                                     *  j 

Writes/coiDpletes  referral  fon&Bi  using  all  relevant  information  £!rom  case  record  and  knowledge  of 
caae^  following  agency  p3!oced\ires,  in  order  to  prepare  fonns  for  'teansmittal/refer  case  to  proper 
voi^r  /  agency. 


CO 
00 


i  i 


PEKrORMAKCE  STANDARDS 


lESCRIKflVE; 


.    Ihfoaiation  ie  accurate,  pertimnt  and  coioplete. 

.    Form  la  filled  out  cooQpletely. 

.    Coiopleted  within  reaaonal)le  length  of  tiute. 

HOMBRICALt 

.    Beferral  fonoa  axe  ccwtpleted  in  all  (lOO^i)  casee 

^ere  appsropriata* 
.    Beferral  forms  are  completed  within  X  working 

days  of  decision  to  refer  case. 


PgHCTIOMAL: 


.    How  to  follow  instructions. 
.    How  to  determine  relevant,  irrelevant 
information. 

.   Kiowledge  of  agency  policy,  guidelines. 
.    Ehowledee  of  referral  forms     where  forma 
axe  located  and  how  to  fill  forms  out. 


PERFORMANCE  STAJfDARDS 


TRAINING  co^;te::t 


i  i 
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ERIC 
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Data    1  People    I  Things 
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G,  E.  D, 

TASK  NO.  f 
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2 

2        1        1  2 

SW.A.17  1 

OBJECTIVE! 


TASKt  Calle/wriies  letier/coit[plete8  foxm  for  referring  a^ncy  about  decision  on  case  referred^  according 
j  to  agency  procedure,  in  order  to  inform  Uie  agency  that  the  case  will/will  not  be  accepted  for 

I  service  and  plans  for  subsequent  action. 


CO 
C0 


P£RFOR>lAyCE  STANDARDS 


IffiSCaiPTIVBt 


Notification  is  accurate,  cdDplete* 
Cocnpleted  wmiin  reaaaaal>le  lengUi  of  time* 


MOMERICALi 

*  Besponse  is  made  to  referring  agency  in  all  (lOC^C) 
caaee* 

*  Besponse  to  referring  agency  is  made  within  X 
working  daya  of  receipt  of  referral* 


XRAIKIKG  C0N*TE:CT 


*  How  to  use  telephone* 

*  How  to  follow  instructione  (form)* 

*  Verbal  and  written  conmmnication  skills* 

SPECIFIC: 

*  Knowledge  of  agency  procedure,  guidelines* 

*  Knowledge  of  content  and  purpose  of  foxm* 

*  Knowledge  of  the  decision  concemiiig  a 
specific  case* 


PERFORMANCE  STANDARDS 


TR^MNiNG  conte:;t 


IJ 


ERIC 


Data   1  People    )  Xhings 

Data     I  People    |  Things 

Reas«    1  Hath«     |  Lang« 

-  LEVEL 

W.        -  ORIENTATION 

INSTR* 

G*  E*  D* 

TASK  NO. 

4      1   4A         1  lA 

45        1     50        J  5 

5 
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SW.B.  8 

GOAL: 

OBJECTIVE » 

■ 

TASK;  Talks  to/discusses  with  client  his  problem  and  the  solutions  available,  answering  questions,  clarify- 
ing the  situation  and  the  alternative  remedies,  using  own  knowledge  of  cllent^s  situation  and  cotmnu- 
nity  resources^  agency  service  programs/policies,  in  order  to  enable  the  client  to  decide  upon  a 
course  of  action^ 

PERFORMANCE  STANBARiyS 

DESCRIPTIVE; 

TRAINING  CONTENT 

FUNCTIONAL: 

Objective     |    Goal      1       Organisational  Unit 

*  worker  Is  respectful^  attentive*  and  objective  with 
clients 

«  Information  given  Is  clear>  accurate^  and  complete^ 

*  Worker  demonstrates  an  understanding  of  the  stress 
client  Is  under  and  en^hathlzes  with  clients 

«  Worker  includes  xrllent  in  decision  making  process^ 

HUMERICAL; 

*  Over  X  period  of  tlme>  no  more  than       of  worker*  s 
clients  complain  of  worker's  manner  and  information^ 

«  Over  X  period  of  tlme>  XZ  of  clients  are  able  to 
decide  upon  a  course  of  action^ 

«  Over  X  period  of  tlme>  supervisor  finds  that  In  XS 
of  cases,  course  of  action  decided  upon  was  appro- 
priate* 

«  How  to  communicate  effectively  with  persons  of 

various  backgrounds  and  education 
«  How  to  give  Information  so  that  It  Is  easily 

understood 

«  How  to  analyze  a  client's  situation  and  dlscrlm^ 
inate  between  alternatives 

*  General  knowledge  of  counseling  theory  and  tech- 
niques and  behavioral  science 

*  Knowledge  of  social  service  process 

SPECIFIC: 

*  Knowledge  of  client  and  client's  situation 

*  Knowledge  of  available  community  resources  and 
alternative  remedies 

«  Knowledge  of  agency  service  programs,  policies, 
and  procedures 
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Data   1  People    |  Things 

Data    1  People    \  Things 

Keas*    1  Math*     \  Lang* 

W.  P.  -  LEVEL 

W.  P.  -  ORIENTATION 

INSTR. 

G.  D. 

TASK  NO. 

4       1   *A          1  lA 

45         1      50  Is 

5 

5          !    1           I  4 

GOAL: 

OBJECTIVES 

1                                    ADMINISTRATIVE  INFO. 

TASK:  Sumnarizes ,  explains,  questions,  listens  to  client,  telling  of  situation,  using  own  knowledge  of 
,        clients*  situation  and  knowledge  of  community  resources,  in  order  to  assist  the  client  to  determine 
which  problem  should  be  dealt  with  first  in  the  social  service  process. 

PERFORMANCE  SXANDARDS 

DESCRIPTIVE: 

.  Awareness  and  understanding  of  clients*  situations/ 

problems* 
.  Comnunicates  clearly. 

.  Hakes  realistic  and  reliable  Judgments  from  infor* 
mat ion  known. 

NUMERICAL: 

.  Over  X  period  of  time,  supervisor  finds  that  in  X% 
of  cases,  course  of  action  decided  upon  was  appro^ 
priate. 

.  Over  X  period,  less  than  X7.  of  clients  complain 
of  worker^s  attitude/interpretation  of  their  prob^ 
lems. 

TRAINING  CONTENT 

functional: 

.  How  to  communicate  effectively  with  persons  of r 
various  backgrounds  and  education  ' 
,  Knowledge  of  behavioral  science 

.  How  to  analyze  clients*  situation  and  discriminate 

between  alternatives. 
.  Knowledge  of  social  service  process. 

specific: 

.  Agency  service  program,  policies,  and  procedures 
.  Knowledge  of  the  client (s)  background,  environ* 
ment,  present  problem(s),  etc* 

PERFORMANCE  STANDARDS                                                               TRAINIE^  CONTENT 

erJc 
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TASK  XO. 
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gtf.B.  10 


objective: 


CO 
to 
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Interviews  paxents  or  other  relatives  of  patients  seeking  services^  asks  questions  about  couniy  of 
residence^  inaurance^  financial  situation  and  enq^lcynient  of  patient^arents/relativee  and  records 
responses^  in  order  to  determine  if  couniy  assistance  is  required  and/or  arrange  for  payioent  for 
services  rendered  to  the  patient  1^  the  Institution. 


PER?0P^1AKCE  STAXDARPS 


.    Voxl^r  is  courteous »  but  businesslike  during 

interview  with  patient's  relatives. 
.    VoxScer  helps  family  consider  all  options 

available  to  them. 
.    Vodcer  accurately  records  infoxmation  provided 

tgr  client. 

HTOiHtlCALs 

.    In  X  time  pajnnent  schedules  vozked  out  bgr  worker 
prove  correct  and  feasible  at  least  ^  of  time. 

.    In  X  time^  Temr  iiian  X  number  or  inaccuracies 
in  reoordiiig  couniy  of" residence »  Insurance 
informaticm^  etc.  axe  noted  tgr  siq>6rvlsor. 

.    In  X  time»  fewer  than  X  oomplainte  axe  received 
from  patient's  relatives  concerning  worker's 
manner/aasistanoe  provided. 


FDNCTIQWALt 

«    How  to  elicit  specific  Information  in  an 

interview  situation. 
.    How  to  relate  options  available  to  a 

specific  case. 
.    Sow  to  record  information  accurately. 


SEBCUIC: 

. 

•    ^iformation  needed  fxom  client. 
.    Ebcpected  treatskent  cost  for  patient. 
4   What  information  is  needed  for  Insurance 
claims. 

.    Ifeider  lAiat  conditions  the  oouniy  will  pay« 


PERFOH>l\KCK  STANDARDS 
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Stf.B.  11     ■  ' 

1  1 

1  I 

OBJECTIVE:                                                                                ■  J 

1 

i  1 

1   f 

TASK:  ABsiats/guidea  olient  in  filling  out  application  forms  for  various  eervicee  xequBSted.  or  needed  by 

-thB  client^  providing  the  proper  forms,  clarifying  for  the  client  difficult  questions  and  the  reaeons 
certedn  information' is  needed^  oheokin^  the  oonipleted  form  for  omlasions,  in  order  to  assure  that 
all  necesaery  ai^ropriate  forms  are  filled  out* 
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PERFORMANCE  STAKDARDS 


*  F^rldes  the  appropriate  forms  for  Hie  program 
client  ie  applying  for* 

*  Clearly  and  accurately  explains  the  reasons  for 
information  reguested* 

*  Respects  the  confidential  nature  of  information 
requested* 

*  Carefully  checks  idie  form  for  omissions* 


NDMERICAL* 


Over  X  period  of  time,  fewer  than  X  clients 
receive  the  irroDS  form  to  fill  outT 
Over  X  period  of  time^  processing  of  fever  than 
X  foi^  is  delayed  because  vo:dcer  failed  to 
m)tice  omissions* 

In  X  time»  fewer  than  X  complaints  ftem  clients 
about  worker's  manner  in  explaining  the  forms* 


TRAINING  CONTE^ 


*  How  to  establish  rapport* 

*  How  to  clearly  explain  what  is  needed  on 
a  form*  ,  -  -  ^-^  ■ 

^    How  to  scan  material  for  completeness/ 
appropriateness  of  response* 


*  What  forms  are  needed  for  apecif ic  servicea* 

*  Why  the  information  is  necessary* 

*  Agency/office  rules  concerning  confidential 
material* 


Id 


PERfOR>ftNCE  STANDARDS 


ERIC 


Data   1  People    t  Things 

Data    I  People    [  Thinj^s 

Reas.    1  Hath.     |  Lang. 

F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3B      1        U      1  U 

5 

t      1       i      t  U 

SW.C.  1 

GOAL: 

OBJECTIVE:  ; 

TASK;    Collects/brings  together  all  infoiEiation  pertaining  to  a  oase»  Including  case  record^  if  axxy^  and 

all  conv^e^nsations/intervievs  about  case»  in  order  to  gather  information  for  assessment  (xeassessmentj 
of  service  needs. 

PERFOBTANCE  STANDARDS 

TRAINING  CONTENT 

Vi 
H 

< 

^  ■ 

IGSCRIPriVEr 

TDNCTIONAIi; 

B 

c 
o 

S 

.    Compilation  is  accurate^  coinplete^  thorough. 
.    CoH^leted  vithin  reasonable  length  of  time. 

.    How  to  organize  information. 

How  to  recognize  data  relationships. 
.    How  to  record  information. 
.    ]&iowledge  of  significance  of  data  as  it 

relates  to  Tanderstanding  human  motivation. 

ftUKEBlCAht 

4 

SPECIFIC; 

*■  ■ 

o 

o 

a 
> 

Q 

.    No  more  than  X  valid  complaints  received  vithin 

X  period  of  time  about  data  compiled. 
.    Compiles  at  least  ^  of  available  data. 

.    Knowledge  of  agency  guidelines- as  related 
to  task. 

.    Fbssible  sources  of  information  and  how 

to  obtain. 
.    How  to  use  case  .records. 

j 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERLC 


Data   1  People    I  Things 

Data     I  P^iople    \  Things 
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G.  E.  D. 

TASK  KO. 
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3 

3    J       1     I  5 

SW.C.  9 

GOAL; 

OBJECTIVE: 

TASK;    Talks  vlth  Individual  at  honoe  or  in  office^  aaks  qua&tiona/li&tens  to/recorde  respoBses  to 

fl;pecXfied  questiona  on  cozisent  foxm»  obtains  needed  medical  documentation  a)>out  individual  and 
e^^lsins  need  for  form»  in  order  to  enable  voiSoer  to  obtain  signed  consent  form  , 

PERFORMANCE  STAKDARDS 

TRAINING  CONTENT 

> 

XESGRIFTXVE: 

'  TDNCTIONAL: 

g 

« 

*  Questions  and  information  are  stated  clearly  and 
concieely* 

*  Xnfoimation  is  accurate^  contplete^  and  pertinent. 

*  Listens  carefully  to  individual's  responses* 

*  Xnfoimation  recorded  completley  and  accurately. 

.    Conimunication  skills. 

*  Listening  skills* 

.  ^  How  to  select  pertinent  information  fxcm 

a  mass  of  datEu 
.    How  to  organize  information. 

*  TItaderstandlnff  of  indlvidtial^s  xlgjtit  to 
privacy. 

. 

o 

HOMBBICAL: 

SRBCIPICi 

0 

> 

o 

o 

*  Ihfoxmati<m  Is  provided  in  all  (lOOjO  caeea  ^re 
consent  font  baa  not  been  obtained. 

*  No  more  tium  X  valid  ooo^laints  received  vlthin 
X  period  of  time  about  voidcer* 

.    Ehovledge  of  agency  guidelines  aa  related 
to  task. 

.    Knowledge  of  form  and  where  supply  is  kept* 

**  * 
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PERFORMANCE  STANDARDS 

TRAINING  a)HTENT 

ERIC 
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TASK  NO. 


I 


I 


SW*C*  10 


GOAL: 


OBJECTIVE: 


TASK:    Beads/chedcB  ovBr/coxxecte  new  casevoxk  xoaterialf  followln^r  agency  guidelines  vhe»  applicable^ 
in  order  to  maintain  accurate/current  caee  records* 


to 


c 


PSRP0RMA3TCE  STANDARDS 


IffiSCRlPTIVEi 


Beviev  of  caaevoifc  material  is  accurate^  thorough 
Bevi^ew  coofpleted  wii^iin  xeaeonable  len^rl^  o:r  tiiDa^ 


HDHBHICAL: 

*  Caeewn^  material  is  revieved  in  all  (lO09()  cases 
followinjT  dictation  of  new  material* 

*  Coxxections/cbanges/deletione  are  agreed  to  ly- 
originatorAioifcer  in  }^  of  instances* 


TRAINING  CONTENT 


*  Written  comounication  skills* 

*  Bow  to  vrite  clearly  and  concisely  (baeic 
sranmar  and  punctxiatlon)* 

*  Knowledge  of  caee  recording  akills* 

*  Knowledge  of  dynamics  of  human  l>ehavior* 

SPECIFIC  t 

*  Knowledge  of  agency  policy/guidelines* 

*-   Xhowledge  of  what  information  should  he 
incliided  in  caee  record*  . 


2 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 
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I>ata    i  People    |  Things 
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W.        *  LEVEL 
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G.  £.  D.                     1  TASK  KO. 
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GOAL: 

objective: 

■ 

TASK:    V^itea/dlctates  narrative  or  amnaxy  prepatoxy  to  closinff  oa^e»  inoludinff  elements  speoified  by 

agency  3*0*P*  villi  particular  enphaais  on  ibe  client's  response  to  serv^ices  offered  and  the  extent 
of  acbievenent  toward  goals^  in  order  to  prepare  a  summary  of  vo3dc  done/sexvices  offered  to  the 
client  for  agency  use  in  future  contacts  vltfa  plient* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

• 

TEBCMPTlVBt 

i 

c 
o 

f! 

*  SuDDaxy  Is  tfaorouali^  accurately  reflects  the 
efforts  of  VDiter^  the  progress  of  client* 

*  Vbrdlnff  of  sunaxy  is  clear  and  descriptive* 

*  Stanarlss  ccopleted  villi  reasonalsle  speed* 

* 
* 

* 

Hov  to  write  case  simmarles* 
Bow  to  briefly^  clearly  state  voiker 
efforts^  client  progress*         ^  - 
How  to  follow  standard  format* 
Knowledge  of  human  djrnamics* 

S 

O 

c 
c 

MOMBRICALi 

SPECIFIC  t 

• 

Objective    I    Coal     1  Or 

*  In  2  tiiae^  fewer  liutfi  £  number  of  oases  closed 
by  imrker  do  not  have  closing  siHuaaries  vltbin 
X  amount  of  time  after  closing* 

*  X  tlme»  vijfc^  review^  sipervlsor  agrees  tliat 
at  least  J06  of  smarlss  accurately  reflect 
VDdcer  sniorta»  client  progress* 

* 
* 
* 
* 

Awareness  of  Hib  Social  Service  model* 
Agency  objectives^  use  of  sumazy* 
Agency  3*0*P*  for  writing  closing  sunmiary* 
Sow  to  gauge »  report  efforts/client 
progress* 

PERFOBHMKE  SUHDARDS 

TRAINING  CONTEST 
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Stf.D.  7 

GOALt 

OBJECTIVE I 

TASK:  Talks  to  physician^  reporting  observations  concerning  behavlor/ccmplalats  of  patients^  answering 

physlclan*8  questlonsi  based  on  own  knowledge  and  institutional  records  concerning  behavlor/compla^ts 
of  patlents>  In  order  to  Inform  physician  of  physical/mental  condition  of  patient  since  physlclan^s 
last  visit* 

PERFORMANCE 

SXANOARDS 

TRAINING  OONTENt 

Objective    |    Goal     1    ,  Organizational  Unit 

DeSCRIPTIVE: 

*  Infomtatlon  Is  accurate^  clear>  conplse>  complete* 
NUMERICAL: 

*  Over  a  specified  period  of  tline>  fewer  than  X  com* 
plaints  Were  received  that  Information  was  Inaccurate 
unclear i  incop^lete * 

- 

FUNCTIONAL: 

^  How  to  convey  Information 

*  How  to  select  pertinent  Information  from  a  mass 
of  data 

SPECIFIC: 

*  Condition  of  specific  patient 

*  How  to  gather  data  to  adequately  inform  the 
doctor, 

*  Procedures  for  reporting  Information 

*  Knowledge  of  Institution's  records  and  where 
they  are  located 

> 
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PERFORMANCE 

STANDARDS 

TRAINING  CONTENT 
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GCAL: 

OBJECTIVE: 

!  \ 

4 

TASK:    SaXks  vith/oonaults  otheT  asenoy/xesource  personnel  on  "basis  of  consent  agreement  tfy  ollent, 
discusses  oaae  histoiy/sltuation  of  indlvldtial/faoiily  referred*  usinf  own  knowledge)  other 
InfomatlOD  In.  record,  following  agency-  guidelines.  In  order  to  coordinate  actions  on  case. 

PERTOKiASCE  SXAilBARDS 

TRAINIKG  COfrrEHT 

IBSCBlfTIVEt 

fUNCTIQIULt 

> 

! 

1  C 

1  ^ 

f 
t 

!  c 

•   Xnfax]DAtla&  is  aooimtei  oo!q>letet  pertlBent. 
.    Voxkar  Is  tactful^  dlscreetf  diplomatic* 
.   Vaxk0r*a  stataowita  axe  oleax  aaod  conoiae. 

.    Verbal  oommmloation  skills. 

.  .  Relationehip  skills. 

.    Hov  to  o^anlse  Infomatlon. 

.   Bov  to  detemiBe  relevant  Infoxntation. 

Khovled0e  of  behavioral  soiences. 
.    Knowledge  of  social  woi^  practice. 

* 

t  e 
c 

SEECITIOt 

c 

1^ 

*    Ho  voxe  than  X  valid  ocmplaintd  received  iiitfain 
2  padod  of  tine  about  vodcar  .lack  of  kuovladge/ 
pxeparatldU 

.    Bafaixmla  axe  almya  flqjproved      ollent  prior  to 
actlciu 

.    Xnotaedge  of  ova  agencST^  otiier  agooiolea 

and  xesouroea. 
.    Tfaderstanrtlng  of  ellilcal  oonalderatlons  in 

relation  to  use.  of  Informaticm  obtained* 
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f 
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1 

1 
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PERFORK/VMCE  SMKDARDS 

TRAISISC  COJiTEXT 

J 

ERIC 


Data   1  People    |  Things 

Data    1  People    {  Things 

Reas*    1  Math*     |  Lang* 

o 

■  ^ 

SO 

u 
o 

o 

if 
u 

o 

W.  F,  -  LEVEL 

W,  F.  -  ORIENTATION 

INSTR* 

G*  E.  D* 

TASK  NO. 

UC9i     I       55%  I  596 

^      1       3  I 

GOAL: 

OBJECTIVE; 

> 

s 
p. 

o 

TASK:    Mscusses/ej^lains  treatment  plan  aa  established  for  a  new  referral  during  initial  staff  meetin^^ 

describli^  patient  histoiT^f  l>ehavioral  characteristics^  attitude^  and  physical  conditioni  specifying 
the  prescribed  eXeoients  of  the  treatment  plan  and  delineating  the  discretionary  elements;  revievinf 
such  medication  orders  3^  axe  necessary  (xespondin^f  to  questions  f^rom  the  treatment  team  as  they 
arise)  in  order  to  ensure  Hiat  the  treatment  staff  understands  the  treatment  plan  and  its  implements 

PERFORMAKCE  STAKDARDS 

DBSCBIFTrTE: 

*  Bxplanations  are  ccn^rehensivef  articulate, 
reasonably  brief* 

*  Significant  mental/pt^iaal  characteristics  are 
carefully  deaaribed  to  staff* 

*  Voxlcer  is  alert  for  signs  of  lack  of  cociprehendion 
or.  confusion  in  staff* 

*  Voxker  answers  questions  courteously  and 
patiently* 

miMSRICAL: 

*  Id  X  timet  fewer  than  X  cooipXaints  from  staff  that 
presentation  vaa  incompletef  confusing,  cr 
condescending* 

*  In  ^  timsf  fever  than  X  Instances  of  staff  members 
subsequently  demonstrating  a  failure  to  understand 
the  treatment  plan/ite  implementation* 

TRAINING  CONTENT 

^INCZIONAL: 

*  How  to  organize  factual  material  for  presenta^ 
tion  at  a  staff  meetin^r* 

*  Eow  to  e3q>lain.  the  imrplementation  of  a  treat- 
ment plan/associated  psychological'  tbeoiy* 
How  to  recognise  and  reinforce  signs  of  under* 
standing  during  ijbB  presentation*^ 

*  Knowledge  of  behavioral  science* 

*  Professional  knowledge  of  medicine* 

'*    Lines  of  responsibility  for  imrplementation  of 
treatment* 

*  Bacdcground/attitudes/conipetwbies  of  staff* 

*  a*reatment  f«cilitie8  avaiaabXe* 

*  "SypB  of  follow  X®  ficom  initial  staff  meeting* 

PERFORMANCE  STANDARDS  :  TRAIHIWG  CONTErTT  j 

Data  1  People    {  Thing* 

Data    1  People    |  Things 

ReaSi.    1  Mathi.     |  Lang*. 

W.  F.  -  LEVEL 

W.  F^  -  ORIENIATION 

INSTR. 

G*  0* 

TASK  NO. 

U      !      lA      I  lA 

GOAL: 

OBJECTIVE; 

TASKt   EvaXtiateB/aaaesBea  InfoHDatlon  gathered  siboat  the  caae,  oonsldering  all  xelevant/pertinent 

infomatloni  uBing  p«»onal  loaowledge  and  agency  mldeltnes  pertftining  to  data/lBfonnatiCQ  neededi 
in  order  to  determine  vhat  additional  information/contocte,  If  apyi  are  needed*^ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

IBSGRiPTIVKt 

FDNCTIOKULt 

q 

*    Evaluation  ia  thoroug^i  o(^letei  accurate 
^    Cwpleted  within  reaaona1:)le  longlh  of  tine 

*  How  to  organize  Infoxiaation 

*  How  to  recognize  data  relationships 

*  dowledge  of  psycho-social  relationabipa 

*  '  Bjiowledge  of  human  behavior 

3D 

c 

SESCIFICt 

C 
* 

It; 

># 
o 

0 

a 

> 

^ 
o 
o 

.    Correctly  detezmines  need  tor  additional  data/ 

oontacte  in  at  least  X  out  of  X  caaea 
^    Asaeaeixient  ia  made  within  X  days  of  aaaignment 

^    Coovledge  of  conmmnlV  and  reaources 

*  KhouledgB  of  agency  guidelines  as  related  to 

*  Possible  aourcea  of  information  and  how  to 
obtain 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

I  ,■ 

T     I  Lang* 


Data  -1  People    |  Things 

Data     1  People    |  Things 

i    Reas*    1  Math*     |  Lang* 

tf.  F.  -  LEVEL 

tf.  F.  -  ORIENTATION 

INSTR*     j                 G.  E.  D. 

TASK  NO. 

4    1       3A     1  lA 

35     t       60      t  5 

si         5      I        I       I  4 

GOAL: 

OBJECTIVE: 

TASK:   Discusses  with  ^ployers  problems  they  may  be  having  with  their  employees  who  are  participating  in 
the  rehabilitation  program^  giving  advice  as  to  how  these  problems  could  be  handled^  based  on  own 
knowledge  of  the  purpose  and  goals  of  the  rehabilitation  program  and  specific  problems  of  clients, 
in  order  to  improve  employer/client  relations* 

PEHFORMAHCE  STANCARDS 

TRAINING  CONTENT 

a  Unit 

DESCRIPTIVE: 

*  Worker  shows  empathy/firmness/smsitivity  with 
employer* 

*  Advice  is  feasible  and  related  to  the  problems  as 
stated  by  the  employer* 

FUNCTIONAL: 

»  How  to  convey  information  to  a  specific  audience 
^  How  to  give  a<ivice 

^  How  to  listen  to  and  reflect  clients*  iTvterpreta- 
tions  of  problans 

> 

5 

n 

1 

lal      1  Organizations 

NUMERICAL : 

»  Over  a  specific  period  of  time,  fewer  than  X  com- 
plaints are  received  from  employers  concerning 
worker's  manner* 

*  Less  than  ]^  of  employers  report  that  meeting  with 
worker  did  not  help  them  in  their  relationships 
with  their  en^loyees* 

SPECIFIC: 

^  Work  related  problems;  how  to  deal  with  them 
^  Knowledge  of  specific  problems  of  clients 

formerly  in  institutions 
^  Knowledge  of  specific  client^s  work  situations, 

work  ^'history  and  case  history* 
»  Where  to  obtain  needed  information 
*  Knowledge  of  purpose  and  goals  of  rehabilitation 

program 

< 

tn 

**; 
o 
* 

Objective    1  Go 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   t  People    |  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.        -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  E.  D. 

TASK  NO. 

4        !        7       1  lA 

35    1       60      i  5 

5 

5              1       I  4 

SW.H.11 

GOAL: 

OBJECTIVE: 

TASK:  Interprets  juvenile's  behavior  to  him/clarifies  the  behavior  that  is  expected  of  him/advises  him  ho*'^ 
to  make  his  behavior  more  socially  acceptable  at  individual  and  group  sessions,  using  personal  knowl- 
edge of  juvenile,  evaluation  of  data  concerning  juvenile,  knowledge  of  group  and  Reality  Therapy 
techniques,  and  following  team  treatment  plan,  in  order  to  increase  juvenile^s  awareness  of  the 
significance  of  his  behavior. 

PERFQRHANCE  STANDARDS 

TRAINING  CONTENT 

Objective    1    Goal     1    -  Organizational  Unit 

DESCRIPTIVE: 

.    Worker  focuses  attention  of  juvenile  on  his  own 
behavior  problems,  social  expectations. 

.    Worker  uses  tact  and  understanding  when  advising 
juveniles. 

NUMERICAL  r 

.    Over  X  period  of  time>  X  number  of  clients  demon- 
St  rate  incxease  awareness  or  cnexr  oenavior 

.    Over  X  period  of  time>  no  more  than  X  number  of 
complaints  are  received  concerning  worker's  manner. 

FUNCTIONAL: 

,  Knowledge  of  behavioral  science 

.  General  knowledge  of  psychology  and  therapy 

techniques 
.  Knowledge  of  group  dynamics 
•  Skill  in  interpersonal  relationships 

SPECIFIC: 

.  Knowledge  of  juvenile^s  personality  and  data 

concerning  his  behavior 
.  Knowledge:  of  team's  treatment  plan 
.  Purpose  and  goals  of  program 

.  Knowledge  of  group  and  Reality  Therapy  techniques 

flDHINlSTRAlIVE  l^YO.                                                  \  \ 

PERFORMAHCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    |  Things 

Data     [  People    |  Things 

Reas .    1  Math.     |   Lang . 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

•  4    I        4A     1  lA 

40    1                1  ^ 

^      1         1        I  4 

Ettf.H.  12 

GOAL: 

OBJECTIVE: 

task;  Discusses /talks  to/listens  to  family  members  concerning  problems/progress  of  client,  explaining  ways 
of  relating  to  client  in  a  manner  which  would  contribute  to  self-help  efforts,  using  own  knowledge  of 
of  the  specific  problems/concerns  of  the  client  and  the  purpose  and  goals  of  the  agency  program,  in 
order  to  gain  their  cooperation  in  relating  to  the  client  in  a  positive,  helpful  manner. 

PERPORMANCE  STANDARDS 

TRAINING  CONTENT 

descriptive; 

FUNCTIONAL: 

> 

g 
»— 

H 

*-3 

1 

< 

c 
D 

C 

.  Discussion  is  clear,  logical  and  relevant  to  the 
situation. 

.  Family  members  feel  free  to  discuss  problems/client. 
.  Worker  expresses  a  friendly,  positive  attitude 
toward  client's  family  members. 

.  Knowledge  of  behavioral  science 

.  Counseling  skills  and  how  to  apply  them 

.  How  to  convey  information  to  a  specific  audience 

,  How  to  listen  to  and  empathize  with  other  people 

SPECIFIC; 

o 

*M 
4-) 
<tf 
N 

•H 

g 

CJ3 
O 

iH 
A 

numerical: 

,        of  family  members  express  satisfaction  with 

worker's  attitude/manner  over  period  of  time. 
.  Supervisor  notes  no  niore  than  X  instances  in  X  days 

where  worker's  discussion  is  unclear/illogical. 
.  Over  of  X  period  of  time,  X  number  of  families 

demonstrate  positive  helpful  relationships  with 

client. 

.  Knowledge  of  specific  problems /concerns  of  client 
.  Knowledge  of  case  history  of  client  (family 
.  background,  situation,  etc.)  ^ 
*  Knowledge  of  family  members*  attitudes,  feelings 

toward  client 
.  Purpose  and  goals  of  agency  program 

n; 

C 
• 

Objective     [  Go; 

performance  STAHDARDS 

^TRAINING  CONTENT 

cs 
o 

C5 

^> 

o 

C 

o 

V 

> 

Q 

Data  1  People    [  Things 

Data    1  People    \  Things 

Reas.    1  Math.     |  Lang. 

tf,  F.  LEVEL 

tf.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

h     \      kO      \  Ui 

35W   1       6<9fi  1  ^ 

5 

5      1     1      I  U 

Slf.H.13  ' 

GOAL; 

OBJECTIVE: 

> 

< 

TASK;     Counsela  olienif  about  (mutual)  decision  to  toxminate,  dlscussioff  client's  sl^ren^r^/prceress  tbat 
Buppoxt  decision  to  texminate,  demonatratin^  euipatl^,  helping/encouraging  client  to  moA  throng 
prol>lef!L  areas,  tn  order  to  enable  client  to  understand/better  accept  texmlnation  decision  and  to 
function  Independently* 

IfiSGRIPTITEt 

*  Woricar  is  undCTstandlng,  empathetic 

*  Coments  am  clear,  concise  and  accurate 

HOKBBICiLt 

*  Decision  to  terminate  discussed  in  all  (10C9£)' 
cases  idiere  apj^prlate 

*  lyiseussion  is  held  prior  to  temdnation  of  cese 
in  all  (ioasO  cases 

.    In  X  tijBe,  DO  more  Uian  X  cc»aplaints  fEcm  clients 
that  they  did  not  understand  the  reasons  for 
temlnatlon 

TRAISTSG  CONTENT 

fUNCTIONiLt 

'  *    Blgx  level  of  intervieiirln^  and  communication 
^lls 

*  Knowled^  of  human  behavior  and  relationships 

*  Principles  of  counseling  and  guidance 

SSPBCIFlCt 

*  Knowledge  of  agency  polioyf  guidelines 

*  Khovledge  of  community  standards  - 

*  Awareness  of  cultural  and  ethnic  groiq»s  as 
related  to  coonninlty/lndlvldual 

'  *    Knowledge  of  strengthe/weaknesses  of  ^kecific 
client 

/ 

1  PERFQRMimCfi  STAMDAUDS  TRAINING  OOtlTENT  ! 

* 


CO 


Data   t  People    i  Things 

Data     1  People    {  Things 

Reas*    1   Math*     |  Lang* 

F.  LEVEL 

W.  F.  •  ORIENTATION 

INSTR. 

E^ 

TASK  NO. 

U      1       liA     1  lA 

U    1      1    1  u 

I  Stf.H.  Ik 

GOAL; 

objective; 

tASK:    Discusses  vith/encourages/sv^ports  client  (s)  during  Mie  ioiplementaticai  stage  of  problem  oriented 
action  plana^  evaluating  changing  situation  and  discussing  alternatives  or  changes  in  strategy 
with  client(s),  helping  client(s)  assess  Hie  situation  logically  and  realistically  in  order  to 
Coordinate  the  ijDpleinentation  of  action  plans  designed  to  cope  ^th' specific  barriers* 

PERFOKMANCE  STANDARDS 

TRAINING  COlfCENT 

* 

>' 

IGSCRIFTtVB; 

FDNCTIQMAL; 

*^ 

a 

■  a 
o 

c 
o 

*  VoxScer  strives  to  be  si^portive  of  client  roles » 
decisions^  aseeasoients  rather  than  the  primary 
force 

*  AssessDients  of  the  situation  are  realistic^ 
problMi  oriented 

*  Vox3cer*s  attitude,  manner  with  client  is 
professional »  patient^  caring 

*  How  to  recognize  'Uie  emotional  state  of  a 
client 

*  Bow  to  assess  a  situation^  relate  it  to  client 
.  objectives/verbalize  current  situation 

*  How  to  encourage  rational^  problem  oriented 
thoU£^t  processes 

*  How  to  relate  to  a  client  in  one*to«-one 
situation 

*  How  to  engage  client  In  meaningful  dialogue 

% 

< 

1 

* 

B0MEBIGMit 

SPESCIFIG; 

Objective    1  Goal 

.    In  X  tlJDe»  fever  titan  X  coaqplainte  troot  clients 
-Qiat  voxScer  vas  unsiqpportive^  did  not  fulfill 
coonltttcait 

.    In  X  tlme^  fewr  than  X  inetancea  idiexe  client 
reacts  irrationally  idiile  oaxxying  out  soaoe  stage 
of  an  action  plan 

*  Agency  policy  on  worker  InvclveiDent 

*  Client^  coniDunlty  attitudes 

*  Agency  resources  available 

/ 

i 

PERFORMANCE  STAHDARdS 

TRAINING  CONTEST 

CO 


Data  1  People    |  Things 

Data    )  People    I  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION  . 

INSTR. 

G.  E.  D. 

TASK  NO. 

III          7         1  lA 

5 

5      1      1  1 

Stf.H,  15 

GOAL: 

OBJECTIVE: 

TASK:  DlscusseB  with/aalcs  and  anavers  q^uastlons  of/listens  to  xesponses  of  individual/family  mem'ber(a) 

(together  and/or  separately)  about  relationship  problems>  engphasizin^  positive/constructive  ways  of 
resolvinff/deallnjr  with  problems>  xisin^  knovXed^  of  intexperaonal  relationship  a/human  needa/t>ehavior> 
in  order  to  enable  indlvidxiaX/family  memher(s)  to  better  ^mderstand  baxises  of  the  breakdown  in  the 
relationship  and  ways  of  reaolvinff/dealin^  with  probleins* 

PERFORMANCE  STANDARDS 

TRAINING  COKTENT 

> 

ISSCBIPTIVIit 

c 

c 
q 

*  Vocker^s  statraents  are  clear  and  concise 

*  Information  is  accurate  and  pertinent 

*  Discussion  is  thorough  and  in-depth 

.    Comnnmioation  ekilla  of  hl^  order 
.    How  to  organize  Infonnation 
•    Xhovled^  of  human  behavior^  relationahlps 
.-  How  to  diafinose  and  resolve  or  deal  with 
relationship  problems 

i 

5 

KTMBRICAL: 

SEEiCIFICt 

oil  ioc  t  ivc    1    Coal     1  Or 

*  Better  understanding  reached  in  at  lea£it  X  out  of 
X  caaes 

•  nbrker's  attitudes  and  nethoda  are  approved  by 

of  clients/ family  meoibers* 

.    Xhowledfle  of  eommmlty 

•   Knowledge  of  baclcground  of  specific  case. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data  i  People    |  Things 

Data    1  ?eople    [  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  ^  LEVEL 

-W.  F.  -  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO. 

1;     1      lA     1  lA 

90      1      556     i  556 

5 

I;           1       I  I; 

SW.H.  16 

GOALi 

OBJECTIVE; 

TASK;    ABeesses/analyzes  case  records  concerning  identified  barriers  to  the  achievement  of  client  goals; 

evaluating  His  vxilnerability  of  each  barrier^  Considering  the  effectiveness  of  client  abilities  and 
interests^  valghing  the  agpfpropriateness  of  alternative  procedures^  applying  own  knowledge  of  the 
social  woidi:  process^  in  order  to  develop  action  plans  dealing  vlth  specific  barriers. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

SBSCBIPTIVS; 

FQNCXIONALi 

1 

C5 

q 

*  Action  plana  developed  are  realistic^  effectively 
challenge  barriei^. 

*  Plans  are  suited  to  ibe  client^  his  interests  and 
abiUties* 

*  Worker  makes  careful  assessment  of  each  barrier.  - 

*  How  to  assess  social  problems^  relate  this  to 
a  speoific  individual. 

*  Bow  to  develop  action  plans  to  ^al-^with 
client's  problems. 

*  Bow  to  decide  between  alternative  solutions* 

.    Knowledge  of  social  case  woi^  or  related  akills. 

Sn 

5 
• 

O 

VUHEBlCALt 

SFESCIFICi 

.  c 
> 

U 

U 

,    InX  time»  at  least      of  action  plans  developed 

are  later  Judged  miocessful* 
u    In  X  tUoBf  fewer  than  X  ooo^lainta  from  olienta 

tliat  wraker  vas  not  helping  Hbm  work  on 

problems. 

■ 

*  Client  situation^  oojuxmnity  attitudes. 

*  Agency  resources^  time  comoi'biients* 
.    Agen<^  policy  on  involvement. 

.   Knowledge  of  case  records  and  how  to  gain 
access  to  t^i^. 

/ 

PERFORMAMCE  STANDARDS 

TRAINING  CONTENT 

1 

CO 
CO 


Para   i  People    |  Things 

-Data    }  People    \  Things 

Reas.    )  Math.     i   Lang.  | 

W.  LEVEL 

F.  *  ORIEMIATtOM 

IKSTR. 

G.  E.  D.                      TASK  NO. 

1*    1     U    I  u 

5 

U     1       11       U     I  Stf*S.  17 

GOAL: 

OBJECTIVES 

TASK:    Beviews/dieouBBes  proerees  client  has  achlevedt  elicitixiff  feeling  of  confidence*  strength*  xecallinff 
earlier  prol^lems/attitudeet  helping  client  aasess  current  situation,  in  order  io^help  client  make 
plana  to  texmlBate.  M 

PERFORMAHCE  SXAITISARJOS 

i 

TRAINING  COKIENT 

> 

IBSGSIFTIVEs 

TONCflOEIAL: 

2 

onal  Unit 

*  3>iBmeBg&mnii  ia  nell  planned*  gradtial. 

.    Client's  needs  am  consideredf  discussed  nAMi  him< 

*  ¥oxker  is  keenly  aware  of  Hie  knovledfie  l^aae 
desired  hy  and  valuable  to  Obe  client. 

*    How  to  identiiy/reinforce  client^  s  feeling 

of  confidence. 
.    How  to  disenga^  fxcm  a  case. 
.    Slcill  in  intezperaonal  relationships* 

i 

tt 

SFBCISlOx 

o 
• 

«^ 
C 

C3 

O 

o 

«^ 
5 

O 

.    Ill  X  timof  fever  than  X  dlsengajj^nts  lAien 
cll^t  is  not  properl^^  prepared. 

.    Caseload  realitieSf  resources  available* 

.  '  Sua»portive  services  availa'ble* 

*    Applicable  regulation* 

.    Agency  policy  on  disengagement . 

• 

* 

1 

 ?ERrOHMMK:E  STANDARDS  

TRAINING  CONTENT 

lERLC 


Data   (  People    [  Things" 


Data    [  People    |  Things" 


Reas*    I  Math*     |  Lang, 


W.  F.  -  LEVEL 

I 


F,  -  ORIENIATiaN 
I       3         I  5 


INSTR* 


G.  E.  D. 


TASK  HO. 


I 


I 


lA 


lA 


90 


GOAL: 


OBJECTIVE t 


task:  Evaluates  terminated  case  records^  assessing  the  nathods  used  to  aid  the  client  and/or  the  services 
utilized  by  the  social  worker  In  relation  to  the  methods  and  services  available  to  him^  using  own 
knowledge  of  Social  Services  and  related  agencies  as  well  as  own  knowledge  of  counseling  tftchiil<iu«a  In 
order  to  determine  If  worker  handled  the  cases  effectively; 


5 


n 

c 

o 

*J 

m 

N 

£4 
o 


PERFORHAHCE  STAKDARDS 

ggSCRIPTIVE; 

*  Evaluation  la  objective^  based  on  all  available  data 

*  Terminated  case  la^  evaluated  accurately  and  com- 
pletely* 

*  Case  la  evaluated  In  a  reasonable  amount  of  time* 
NOMEftlCAL; 

*  Over  X  period  of  time^  no  more  than  X  number  of 
complaints  are  received  from  social  workers  as  to 
the  objectivity^  completeness  and  accuracy  of 
mrker*a  evaluation* 

*  Each  case  is  evaluated  within  X  period  of  time 

folloving  terminatloci* 


o 
O 


I 

U 

o 


TRAIHING  COHTEHT 

nMCTIOMAL; 

»  Knowledge  of  social  work;  ltd  theories  and 
practices 

*  How  to  evaluate  data 

*  General  knowledge  of  counseling  techniques 
SPECIFIC: 

^  Knowledge  of  specific  terminated  case 
»  Knowledge  of  the  methods  and  services  available 
to  a  social  worker  to  deal  with  this  case 

*  Knowledge  of  Social  Service  and  related  agencies 


> 

s 
E 

<: 

o 


PERFOMftMCE  STANDARDS 


TRAIHIKG  OOHIENT 


ERLC 


CO 


Data  1  People    |  Thlttss 

Data    I  People    [  Things 

Reas*    1  Math*     f   Lang*  1 

F.  -  LEVEL 

W*  F*  -  ORIENTATION 

IMSTR* 

G*  E.  D*                   1  TASK  MO. 

5A  f        lA     i  lA 

90    I        5       1  5 

5 

5      (        1       I        5       [    S*W*  I*  3 

GOAL; 

OBJECTIVE f 

TASK;    Determines  format  for/writes  articles  to  be  included  in  a  pamphlet  containing  specific  information 

about  the  local  progra©i  stating  the  offerings  of  service  agencies  In  relation  to  the  goals  of  each 
agency  locally,  in  order  to  increase  understanding  of  clients  (potential  and' actual)  community  per* 
sons/caseworkers  about  the  local  program* 

PERFORKANCE  STANDARDS 

TRAINING  CONTENT 

Objective    1    Goal     1      Organlzttlonal  Unit 

DESCRIPTIVE: 

*  Information  included  In  pamphlet  Is.  relevant, 
accurate  and  cooq^lete* 

*  Explanation  la  clear  and  logical* 

*  Uses  good  literary  style. 

HUHERICAL: 

*  In  X  time*  fewer  than  X  coittplalnts  from  users  of 
pap^>hlet  that, material  did  not  explain  their  pro** 
'grama /object Ives  clearly* 

*  No  complaints  from  supervisor  that  pamphlet  did  not 
express  the  orlantatlon  of  the  agency* 

*  Follo«r-up  with  users  shows  that  at  least  X^  con* 
sidered  that  the  paoiphlet  achieved  its  purpose* 

FUNCTIONAL^: 

.  How  to  conmuttlcate  In  written  form  for  a  specific 
audience 

*  How  to  organize  and  develop  format  for  printed 
material 

SPECIFIC ; 

*  Local  program  orientation 

*  Local  program  objectives^  procedures 

*  Resources  available  for  use  in  developing  a 
pamphlet 

*  Local  agency  requirements  and  use  of  material 

z 

H 
* 

PERFOBMAHCE  STAHDARDS 

TRAINING  CONTENT 

ERIC 


Data    I  People     j  Things    |     Data     [  People    |  Things 


Reas>    I   Hath.      \  Lang^ 


"3B~r 


F,  -  LEVEL 


I 


M.  F.  -  ORIEHTATIOM 

[ 


INSTlt. 


E.  D. 


TASK  HO. 


3B 


lA 


25 


70 


I 


I 


I 


GOAL: 


OBJECTIVE! 


TASK;  Discusses/encourages  part*time  employment  for  residents,  with  businessmen,  farmers,  professional 

people  in  the  comnunity,  stressing  the  benefits  for  both  prospective  employer  and  residents,  using/ 
own  knowledge  of  the  needs  of  prospective  employees  and  their  availability  for  part*time  work,  in 
i order  to  encourage  prospective  employers  to  provide  part*time  employment  for  the  residents  of  the 
coniminity* 


c 
o 

JJ 

C 

1-1 


PERFORMANCE  STAKDAROS 

DESCRIPTIVE; 

*  Worker  is  persuasive* 

*  Worker  is  tactful  and  sensitive  to  residents'  and 
employer's  needs* 

*  Worker  clearl/  explains  benefits* 

NUMERICAL; 

*  X  number  Of  part*time  Jobs  are  made  available  to 
residents  over  X  period  of  time* 

*  X  number  of  contacts  are  made  over  X  period  of  time* 


TRAINING  CONTENt  ' 

FUNCTIONAL: 

^  How  to  relate  positively  to  members  of  the 
nity 

^  How  to  convey  information  to  a  specific  audience 
SPECIFIC: 

.  Knowledge  of  how  part-time  work  fits  into  the 
purposes^  goals  and  objectives  of  the  comminity 

^  Knowledge  of  the  specific  institution's  program 
and  purpose/goals/objectiyes 

^  Knowledge  of  resid^ts'  availability  for  part-time 
jobs* 

*  Knowledge  of  prospective  employers  and  their 
needs 


< 


PERFORMIVNCE  STAKOAROS 


TRAINING  CONTENT 


Data    t  People    !  Things 

Data    1  People    \,  Things 

Reas.    1   Math.      1  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

5A     1      UA      I  OA 

k 

k       \  111* 

Stf.  I.  S 

GOAL: 

OBJECTIVE: 

TASK:   Conceives  alteznatlves  and  new  approaches  to  a  problem,  discusses  them  with  leadership  oaGbre  of  a 

grovip,  mak-ing  sugeestione  and  solicitlne  Input  from  all  Involved,  seekln^f  and  reinforcing  conmllaDent 
to  the  group  and  its  ohjectives.  In  order  to  achieve  a  consensus  style  approach  to  decision  making. 

PERFORMANCE  STANDARDS  ^ 

TRAINING  CQNHNT 

FUNCTIONAL: 

> 

1 

« 

Q 
O 

u 
O 

*  Worker  encourages/solicits  open  and  fjcarik  comnaent 
by  all. 

*  Worker  Is  sensitive  to  cynioism,  douht,  resistance 
In  tile  group* 

*  Worker  is  alert  for  opportunities  to  reinforce 
the  commlinent  of  individuals  to  the  group* 

*  *    How  to  encourage  the  development  of  consensus 
style  leadership. 
.    How  to  make  sxiggestiona,  focus  attention  on 
specific  problems  without  being  dominant* 

*  How  to  reinforce  commiteent. 

*  &iowledge  of  groi^  dynamics* 

St 

HUHEBICALt 

SFECIJlCt 

Objective     1    Coal,  1 

*  In  X  time,  fewer  than  X  coanplaints  from  groxip 
members  that  a  deolslon  vas  imposed  rati^r  Utaxx 
arrived  at  by  oonsrasus* 

*  In     timsf  fewer  than  X  complaints  fjcom  grotq^ 

members,  tiiat  vodcer  dominates  the  neetlng* 

*  Knowledge  of  people  in  the  group* 
'*    Status  of  movement,  in  oommunity. 

*  ResoU3?ces  available  >to  group* 

**  ' 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    |  Things 

Data    1  People    \  Things 

Reas.    \  Hath.     |  Lang. 

U\  F.  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

U      f       2       i  lA 

7096    1     SOJfi     I  10% 

h 

U     1       1       1       U  , 

SVf.  I.  9 

GOAL: 

OBJECTIVE: 

TASK:    Considera/exanLinas  a  proUem  area»  askine  questions  of  people^  iiivolved  on  l>oth  sides  of  the  issue 
and  exercising  professional  jtidgemant^  estahlishing^  such  facts  as  len^^  of  time  the  prol^lem  has 
existed^  trends  or  prognosis^  historical  and  sociological  setting^  etc*  in  order  to  define  the 
prohlem  fox  subsequent  action* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

PDNCOnOMALf 

1 

,  F* 

s 

.    I>efinition  of  Mis  pxdblem  is  clearly  stated^ 
accurate- 

.    Voxlcer  exercises  good  professional  judgement  in 

selecting  between  alternate  views. 
.    Analysis  is  reasonable  and  objective. 

.    How  to  investigate  and  assess  a  prohlem* 
.    Hov  to  state  findings  clearly  and  accurately. 
Hbw  to  conduct  interviews*        . .  —  " 
SoDie  kttowled^  of  the  social  wd^  process. 

1 

as 
c 

g: 

HnHEBICALt 

■ 

SBECXFICt 

. 

bbjccttvc    1    Goal     1  6i 

.    In  X  tiJzie»  fever  than  X  problems  daflned  are 

clearly  fihown  to  he  Inaccurate. 
.    In  X  tiioe^  fewer  tlian  X  oomplaliits  liiat  statement 

vas"vague»  Inc^i^lete^  vordy^  or  slanted* 

.   Agency  policy  on  advocacy. 

Caseload  realities. 
*    Agency  reference  sources* 

!' 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

s5 

C 

% 
o 

Q 
O 

O 

a 

:^ 
O 

Data    t  People     |  Things 

Data     1  People    t  Things 

1    Reas.     1   Math.      \  Lang. 

W.  F.  ^  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

1                G.  E.  D. 

TASi:  NO. 

U     1         2      i  lA 

6096    1      3996    i  596 

h 

1     5       1      1       1      1;  i 

SW.I.  10 

GOAL; 

OBJECTIVE I 

> 

(n 

1 

< 
as 

. 

TASK;    Blecusses  connmnlty  or  groxip  probleme  vlili         Involved  ollantelet  evalxtatxii^  iJielr  interest  (real 

or  potential)  in,  and  commitment  toward  solution  of  the  problems  i  applying  kaovledge  of  the  social 

process,  grot^  dynamios,  and  institutional  chan^,  keeping  in  mind  agency  puxpose,  prooediixe,  policy, 
in  order  to  decide  >diether  or  not  to  invest  agency  and  personal  tin^  and  resources  in  the  o£mae* 

• 

perfqrmauce  standards 

DESSCRIPTXVEt 

*  Deolsion  is  based  \qkon  a  thorouf^  examination  of 
tiie  problem  and  the  people  involved. 

.    ¥or3cer  actively  seeks  to  find  conDiunity '  or  groxip 
spirit  among  the  people. 

*  Vo]dcar  effectively  applies  knowledge  of  the 
various  dynamics. 

NnHESICALi 

.    In  X  time,  at  least  ^  of  groins  in  vhich  worker 

decides  to  invest  time  prove  effective  aa  agents 

of  social  change. 
.    t^on  separate  review,  at  least  ^  correlation 

in  evaluation  of  the  m>ot  and  spirit  of  12ie 

.people* 

TRAINING  CONTENT 

FIINC?PIONALt 

.    How  to  evaluate  people/groups  of  people. 
.    How  to  assess  real/potential  interest  and 
c  otmnl  tmen  t . 

.   How  to  correlate  social/groxqp/inatituticnal 
dynamics  and  process. 

SFEiCIFICf 

.    Comnranity  Involved. 
.    igen<^  time,  resources  Involved. 
'  .    Beraonal  prejudice. 

• 

i 

PERFORMAWCR  STANDARDS 

TRAINING  COSTEKT 

Data  1  People    |  Things 

Data    1  People    \  Things 

Reas.    1  Math.     {  Lang. 

W.  F.  LEVEL 

W.  F.  -  ORIENTATIOfH 

INSTR. 

G.  E.  D. 

TASK  N^O. 

4     1       lA  UL 

90%    1        ^    \  ^ 

k 

h       \       3       \  h 

svr.i.  11 

GOAL; 

objective: 

TASK;    Virites/drawB  up  a  report  including  a  Btatement  of  the  pro'blem^  pOBSil^le  solxrtious^  aod  methods  of 
iinpleiDeutatlout  belzi^  as  Bpecific  as  possible  t  Indl eating  vlio  should  actt  organisational  structure 
needed,  personciel  and  x^source  requirements,  toethods  and  procedures,  probable  costs  and  how  they 
can  be  deftagred^  in  order  to  request  official  vritten  approval  from  the  agencyi  if  possible^  for 
anticipated  action. 

PERFORMANCE  STANDARDS 

TRATNTNG  CONTENT 

liBSGRIFriVE: 

> 

1 

*^ 

5 
c 

c 
*^ 

C3 

N 

.   Beport  submitted  accurately  reflects  worker's 

ABoderatandinff  of  the  situation. 
.   Beport  stated  as  briefly  as  possible^  but  IncludeE 

all  available  and  pertinent  data. 

.   Analysis  of  Ito  problem,  estimated  coste  are 

xealiatic  and  reasonable.  * 

.    How  to  vrite  reports. 

.    Hbv  to  estimate  cost  needs,  personnel  and 

resoxorce  requirements. 
.    Hbv  to  plan  for  social  action. 

•    How  to  conceive  organisational  structures 
xeqxkired. 

1 

rib 

. 

c 

NnKERICALt 

ft 

o 

> 

u 
a 

■  ^ 

o 

i 

.    Beport  alvaya  submitted  vhen  c^mounily  level 

advocacy  is  planned. 
.    Honetaiy  estimates  are  always  within      of  actual 

needs. 

•    Lines  of  decision  in  agency. 
.    Uses  of  report. 

.    Wiat  will  happen  if  request  is  denied. 
.    Own  caseload,  agency  resoiaxses  available. 

1  ^                         PERFORMUICE  STANDARDS 

TRAINING  CONTENT 

Data  t  People  Things 

Data    t  People    1  Things 

Reas.    1  Math.     |  tang. 

W.  F.  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

C.  E.  D. 

TASK  NO. 

3B  1       Hi  U 

3 

3        1       1        1  ^ 

Stf.  I.  12 

* 

GOAL; 

OBJECTIVE; 

TASK:    Beada  printed  infoiaoaation  (pamphlets,  trochuree,  etc.)  at>out  community  social  service  resources, 
noting  services  as  they  relate  to  needs  of  individuals,  in  order  to  ohtaln/maintain  information 
about  commmity  resources. 

PERFORMAKCB  STANDARDS  . 

TRAINING  CONTENT 

IffiSCRIPdVE: 

RmmoNALt 

1 

2 

onal  Un 

*'  Ihfoxmation  is  accurate,  pertinent,  cosiplete* 

.    How  to  select  pertinent  information* 

*  How  to  organize  infonnation. 

*  Hov  to  record  information.         _  .  

H 

" 

MUWEBICALt 

SFBCIFICt 

o 

O 

o 
> 

o 
o 

o 

*   Infoxmation  is  reviewad  and  material  ^^Hiatedt  if 
neoessazy,  at  least  eve^  X  days* 

i 

,   Inowledfie  of  agency  guidelines  as  related  to 
taak* 

*  SbDtfledge  of  needs  of  individuals.' 

*  Knowledge  of  community  resources* 

*  Knowledge  of  information  needed*  , 

/ 

o 
. 

PERFOKJttKCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    |  Things 

Data    i  People    \  Things 

Reas*    1^  Math.     |  Lang. 

tf,  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

^  k 

k      \       1       i  k 

SW*I*  13 

GOAL: 

OBJECTIVE: 

TASK:    SecldeB/detexndneB  (usually  in  conjtinction  vith  the  leadership  cadxe)  most  effective  oonnsunlty 

oxganizatlon  spproacihBB  and  preferred  ntethodo  for  inv^eetlgatlon  of  Vob  prol)lem)  olaarliying  teobnical 
points  of  the  diBCUSBloa;  suggesting  surveyst  xeeeaxch,  committee  voiic,  determining  if  additional 
infoxaation  is  needed,  in  order  to  iEiol)ilize  available  reeouirceB  effectively  toward  the  solution  to 
the  problem* 

PERFOtlMAKCE  STAHDAROS 

TRAINING  CONTENT 

naaftfinTPfpivEt 

ITTNCTIOtULt 

1 

£ 
O 

JJ 

*s 

*  Voidcer  adjuata  -tiie  degcee  of  personal  leadership 
asauned  ty  the  cadre* 

*  ISec^mical  advice  given  is  acourate  and  usable. 

*  Styles  of  oommmity  organization  axe  operationally 
sound  and  practical* 

• 

*  How  to  effectively  organize  a  ntovement  for 
community  action* 

*  How  to  present  information/advice  to  a  grotq) 
'  for  consideration* 

*  Boh  s\igppl6mental  information  can  te  obtained* 

.    Considerable  Imowledge  of  c<»inmnity  development. 

i 

c 

• 

c« 
u 
C 

HDMERICAL: 

SPECIFIC  t 

Q 
*> 

iJ 
U 
Q 

o 

*  In  £  tijne,  fewer  13:ian  X  ccoplaints  from  leader- 
ship cadJPS  of  group  iliat  woidcer  is  playlag  too 
active  a  role* 

*  In  I  tijDS,  femr  than  X  instances  when  wodcer 
provides  inaccurate  infonnation  or  advice  to  iaie 

*  ]jevel  of  the  leadership  cadre* 

*  Resources  availal)le  to  the  gtxnip* 

*  Information  pertinent  to  the  prol)lem. 

FERFOBMUICE  STANOARDS 

TRAINIKC  CONTENT 

ERIC 


i    *  iiatz.  TTc-c.pLa    j  'VLLors         j?nea     j  People    T  Thiug 


W.  F.  -  LE\^EL 


lA 


W.  F.  -  ORIEIiTATIOM 


I^STi^. 


G.  E.  D. 


I 


TASK  Nu- 


OBJECTIVE: 


TASK:    Confers  with/infoims/exchapees  Infoxmatixm  with  supervisori  delineating  his  own  self^-inrolvement/ 
difficult  3pexaonal  feelijigs  conceznine^  specific  oase^  in  order  to  shaipen/increaae  his  awareness 
of  how  to  serve  the  best  interests  of  the  client  in  a  professional/objective  manner. 


CO 


c 
o 


> 

a 
o 


FERFORMAMCE  STANDARDS 


TRAINING  CONTENT 


IIBSCHIFTIVE: 


Voi^r  speaks  honestly  and  self critically  and 

^es  to  present  entire  picture* 

Worker  takes  criticism  with  cons-teuctive 

attitude* 

Vo^er  profits  Isy  si^ervisor's  insights* 
Voi^r  defends  own  viewpoint  effectively* 


HUMKHICALt 

*  Less  than  ]^  of  case^  discussed  blow      due  to 
"Vbe  decision  made  at  this  conference. 

*  Less  than  X  minutes  -per  day  axe  required  to 

coiiqplete  voidcer  si:gpervieor  conference  on  one 
oaae; 


*  Ability  to  articulate  his  own  real  feelings 
(even  when  woxlcer  is  douhtful  of  their  appro- 
P3?iatenes9  and  his  inetinct  ie  to  defend  his 
own  ego  1^  dissembling)*  - 

Ahilily  to  out  through  superficial  appearance 
and  get  to  heart  of  matter* 

*  Ahilily  to  take  guidance  ficm  person  in  siq^r* 
visory  position  vithout  res^tment. 

*  Ability  to  defmid  his  own  viewpointAiis  own 
case  convincing  if  he  feels  s-teongly  and 
-Qiere  is  a  difference  of  opinion* 

SPBCIgIC: 

.    Knowledge  of  specific  case. 

*  Knowledge  of  one'e  own  self-^ixnrolvement  (sonie 
background  in  personality  theoxy  helps  in  the 

*  **laiow  thyself*'  process* 

*  Kiiowledge  of  agency  criteria  of  what  consti- 
tutes appropriate  sti^rvisoxy  conference 
discussion* 


I 


^1 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


1  { 

Data   t  People    [  Things    |     Datn     [  Pooi>l<s    [  Things 

[               1    Reris^    1  Math*     |  Lang* 

-  LEVEL           1              F.  -  ORIEliJTATieM 

li^STR,     !                G*  E-  D* 

TASK  NO* 

: 

!      3            3            1            3  i 

S*V.J.2 

1 

GOAL; 

OBJECTIVE: 

TASK;   Consults  with  siq>6rrieor,  discussing  vo3dc  assignments /problems/xmeocs^ec ted  bazriexs  to  acoonplishment, 
shaaring  pertinent  infoxnation,  exchanging  ideas,  in  order  to  dei^ine/clarify  aspects  o£  the  situation, 
keep'superrisor  informed  of  progress  and  solicit  ideas. 

PERFORMANCE  STA^\RDS 

TRAINING  CONTENT 

lESCBXPTIVE: 

mcHQNAL: 

> 

c 
o 

.    Clear  and  ooncise  in  explanation  of  situation. 
.    Adaptable,  flexible  in  -tiiinking. 
.    Accepting  of  suggestions. 

.    Ability  to  convey  information  oleai^ly. 
.    Ability  to  IMhk  llirouj^  problems. 
.    Ability  to  accept  new  ideas. 

1 

< 

C 
N 

NQNQtlCAL: 

SEBCIFIC  : 

c 

Organl 

.    Less  than  3^  of  data  is  considered  unclear  and 
inadequate. 

n 

J   Shovledge  of  agen<^*8  use  of  conferenoe. 
.    Knowledge  of  time  and  place  of  siq^erriso^ 
conferenoe. 

1— i 

tj 
O 

1^ 

- 

! 

PFJIFORMAMCE  STANDARDS 

TRAINING  CONTENT 

Data  1  People    t  Things 

Data    1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W*  F*  •  ORIENTATION 

INSTR* 

G.  E.  D. 

TASK  NO. 

4       f     lA        1  lA 

90%      \       5Z      I  5% 

4 

4         it  14 

S.W.J.  ^ 

COAL; 

objective: 

TASK:  Receives/reads/anslyses  all  manual  material  related  to  categorical  progms>  noting  changes>  filing/ 
inserting  new/ revised  material  into  manual>  in  order  to  be  knowledgeable  about  programs  and  to  keep 
manuals  current* 

PEitF€tHAMCE  SXAMDARDS 

TRAINING  CONTENT 

DESOtlPTIVE: 

FUNCTIONAL: 

1 

c 

i 

% 

H 

*  lesds*witAi  eonprehenaion; 

*  Accurately  interprets  sll  isanual  material* 

*  Keada  with  reaaonable  apeed* 

*  teada  matarlal  promptly. 

*  Filea/inserta  materiala  in  manual  in  appropriate 
aectiODS* 

«    Ability  to  interpret  manual  material* 

*  Ability  to  absorb  and  retain  written  material* 

*  Ability  to  determine  relevancy  of  material  read* 

*  How  to  recoVd  information  accurately* 

*  How  to  evaluate  data  ii^  relation  to  apecified 
criteria. 

u 

H 

I 

& 

1 

HPHEBICAL* 

SIECIFIC: 

* 

o 

s 

*  Leas  than  ]^  of  material  read  is  interpreted 
inaccurately* 

*  Laaa  Chan      of  material  read  ia  not  comprehended* 

*  Aaada  material  within  X  daya  after  receipt* 

.   lequlred  no  more  than  %  boura  to  read  and  analyse 
naw  matarlal* 

*  Itew/reviied  matarUl  la  Hied  in  X  time  after 
receipt*  ~ 

*  All  manuals  are  kept  current* 

•   Knowledge  of  method  to  change/insert  manual 
material* 

,    General  knowledge  of  total  categorical  programs* 

m 

mPdHAlKX  SIMSDASDS 

TRAINING  OONTEMT  . 

I  Data   (  People    |  Things 


Data    I  People    j  Things" 


i    Reas .    I  Math .     |  LangT 


v.  F.  -  LEVEL 


1  3S      j      U       I  U 


W.  F.  -  ORIEKIATION 


INSTR. 


G.  £.  D. 


TASK  NO, 


I 


I 


sw.j.  u 


OBJECTIVE: 


TASK;    Beviews  oaae  records/data  about  current  duties^  noting  questions/issiies  'which  sfaorjld  be  con8idexed» 
in  order  to  prepare  for  regularly  scheduled  conferMice  with  eugpervisor. 
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■JfflSCaiPTIVEl 


Ftepaxatlon  for  si^ervisory  oonfexenoe  Is 
thorough  and  x>ertlnent. 
FtCfparation  is  ooopletad  within  xeasonable 
length  of  tiJDS. 


m  (10C%)  xeleraat  material  is  xsfTieved  prior 
to  each  sigperyiaoiy  conference. 


.  How  to  select  pertijoent  iofonaation. 
.    How  to  organize  InfonDaticn. 


SPECIFIC  I 

.    Xhowled^  of  local  office  prooeduze 

related  to  task. 
.  ^  Xhotfled^  of  case  records. 


p£RFO!^^'J\^x£  staisdards 


TRAINIKG  CONXaT 


ERIC 


.  Data   t  People    {  Things 

Data     1  People    |  Things 

[    Reas.    I  Math.      \  Lang. 

W.        -  tEVEL 

F.  -  ORXENTATtON 

INSTR. 

G.  E.  D. 

TASK  NO. 

4     I       4A      i  lA 

50     1       AO      1  10 

1        A      1       1        I  A 

sw.j.  5 

OBJECTIVE: 

TASK!  Talks  co/liscens/dlscusses  with  Central  Office  adminlscracors,  reports/noces  relating  Co  needs/desires 
of  field  workers^  using  own  observation  and  discussion  with  field  workers,  in  order  co  interpret  needs 
of  Che  field  co  General  Office  scaff. 

PERFOHMANCE  STANDARDS 

TRAINING  CONTENt 

Objective        Goal      |       Organizational  Unit 

DESCRIPTIVE: 

•  Meeds/desires  are  comaimlcaced  accu^acely/clearly/ 
logically. 

HUMERICAt: 

.  Field  workers  state  chat  worker  relayed  their  needs/ 
desires  accurately  to  Central  Office  staff  in  of 

• 

FUNCTIONAL: 

.  How  to  analyze^  correlate  data 
.  How  to  present  a  logical  discussion 
.  How  to  discover  needs  by  observation 
.  Knowledge  of  turbulence  indicators  in  personnel 
operations 

SPECIFIC:  1 

.  Knowledge  of  S.O.P.  in  presenting  material  to 

Central.  Office 
.  Knowledge  of  source  material  for  determining 

needs/desires  of  workers  in  agency 

> 

»~i 
cn 

<, 
t»J 

>-» 

6 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


SUEEBVISOHy 

(S)  62 

A*  InductioQ/OrientatioQ 

B*   F:rovidinff  Qiwth6*Jol>  Xrainln; 

C*   CooduotlBg/Attendlnff  Staff  Meettnea 

J)t   Making  issignments/tfodc  Iloir  Planning 

Et    CoDSultiBe  irLth  Suboxdinates 

F*   Perfoxnanoe  Evaluatloi0lalnta1  n  ing  Froductlon  Sttndards 

G*  BeportiBff 

H*   Leave  I  Bours 

I*  (Peiminationa 

J*   MSediatiBg  lUsputes 


ERIC 


351 


Data  1  People    j  Things 

Data    1  People    I  Things 

jf    Reas  •    t  Math  *     {  Lang. 

W.  F.  -  LEVEL 

Sf.  F.  -  ORIENTATION 

INStR.     j               G.  E.  D* 

TASK  NO. 

hi      hk     1  U 

U                     Ir              1         1             i  li 

S*A.  3 

GOAL: 

OBJECTIVE* 

TASK:  Co!D0ultB  wi-tti/tdvlaea  agmoy  director  oonceimlng  abilltlee/iiuaXlfloationa  of  proBp«otlT« 

MOjplogreMf  rwlylnflr  on  own  loiowledss  of  Vadttnl/State/aemajr  eeleetion  ozitezia  and  req.uixe-  *■- 
menia,  in  order  to  reoMmend  libleh  a^lioant  ahould  be  hired. 

*  ■                     PERFORMANCE  StANDARDS 

■TRAINING  CONTENT 
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*  advice /xecooBioiidaticms  axe  BCova^tB/ 
ccapl«te/l2u>roufl}i. 

*  Voiter  oofljplatea  taalc  vltb  xeascmable  0peed* 

*  Vozk»r'8  advio«/MooiDBendati(Uia  reflect 
jQOOvleclge  or  applicants'  abilltlee/quallfications 

'  and  affmcjr  aelecticm  oziteria/requlreoents* 

BUMyiCALt 

*  Leas  than      of  proapeotlve  eaployeea  aelacted 
prove  to  be  una«tiafactoi3r* 

*  Lbbb  than  Jg6  of  Infcnmaticm  presented  on 
prospeotlYe  enplogrees  is  inadeguate/unoleax/ 
exroneotts* 

igmciy  director  selacts/liixes  JS^  of  applioants 
zeooBDmaded  by  uralter* 

* 

*  Abilily  to  sumnarize  inf  crntation* 

\    Abililgr  to  commmioate  Infoxnation* 

SHBCIFICt 

*  'KwwladipB  of  ataff  unit  and  maiq^oifer  needs. 

*  XhowledfiB  of  oandidates'  abilities/qualifl- 
cati(uis* 

*  £iowled|pB  of  I^deral/State/asencjr  eeleoticm 
criteria  and  requirements. 

*  * 
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*    -                     PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   t  People    {  Things    I     Data    f  People    (  Things 


i    Reas*    I   Math.      |  Lang^ 


; 


F.  -  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  D. 


TASK  KO. 


I 


GOAL; 


OBJECTIVES 


TASK;  9eaches/de»on0'toate8  to  BUbordinatee  vaxioua  techniques  of  inodifyinff  behavior  of  patienta  in  iraxdt 
iialSff  VBxd  settiiiff  as  appropriate*  and  enooura^a  the  application  of  appropriate  action  (irLiliin 

atruotured  design  of  the  vaxd)  following  specific  inatacuctlona  left  I37  the  charge  nuree/doctort 
draitlng  vpon  ovn  knowledge  of  techniquaa  of  behavior  modification,  desired  hebavior  in/ohjectives 
of  the  vaxd/^spitalf  in  order  to  increase  the  abili^  of  the  nursing  staff  to  react  appropriatelr 

 to  wtiants'  behavior*  


PERFORMANCE  STANDARDS 


u 
o 


o 


*  Selection  of  demonstration  techniques  is  based 
-    upon  realistic  assessnent  of  staff  needs* 

*  Tecfaniquaa*  tauglit  are  consistent  irLth  treatment 
plana  of  patients* 

*  Voxker  is  careful  to  enqpbasise  flexlbili^f 
disccurege  rigidi^T  in  staff* 

*  -  In  Z  timet  fewer  than  X  numb»  of  coo^laints 

from  staff  doctoxst  nureea  that  woxkexs  are 
reacting  inappropriately  to  behavior  acted  out 
by  patiente* 

*  In  X  timef  fewer  than  X  number  of  ^criticisms 
from  subordinate  tfaat^  tiiey  received  inaufficient 
ticalning  in  techniques  of  responding  to  patient 
acting  out* 


TRAINING  C' 


JftJMCTIOMAJii 

*  Botr  to  »spQnd^to  patient  ''acting  ouf* 

*  Bow  to  teach/demonstrate  techniques  of 
behavior  modification* 

*  Bow  to  assess  etaff  needs/worldoad  demands* 

StgOIKtC 

*  Behaviors  deaiared/forbidden  in  ward* 

*  ^techniques  of  behavior  modification  used 
at  the  hospital* 

*  Objectives  of  the  waxd^ioapital* 

*  Becent  conmiOTts/directives/instruction  of 
professional  treaiment  staff* 


n 
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< 
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PERFORM&^E  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data  i  People    t  Things 

Data    1  People   (  Things 

Reas*    t  Math*     |   Lang*  1 

F*  -  LEVEL 

M.  r.  -  <mmtknm 

INSTR. 

G*  £*  D*                   1  TASK  NO* 

1      60Ji    i  SJi 

h 

U     \       1.1      h        ls*B*  8 

GOAL: 

OBJECTX/ES 

TASK:    Gives  advlce/offere  snggestions/dlscuases  vitii  line  vorkartf  conceinlnff  training*  for  foster  paients, 
claxifyine  state/agencar  policy,  planninff/budgetinjf  procedure/discuasinjf  training  in  teohniqiies  in 
one-to-one  and  grotq?  training  situations  and  demonstrating  techniques  in  actual  training  sessions,  in 
order  to  increase  line  vorker*0  ability  to  respond  to  the  training  needs  of  foster  parents* 

PERFORMANCE  STADDARDS 

TRAINiNG  CONTENT 

i 

isscxzFnvs: 

fTRSrcnOKAL: 

M 

c 

s 

c 

^    Advice,  suggestions  axe  given  clearly  and 
Courteously* 

m   ¥oilcer  makes  accurate  interpretation  of  state/ 

agency  policy* 
*    Training  is  clearly  related  to  needs  of  line 

voitore  in  relation  to  foster  parents. 

*  How  to  give  advice/of  fer  s\3ge©a*ions*  - 

*  Eov  to  train  jreople  iii  techniques  of  one-^to- 
one  or  group  involvements* 

.    How  to  dmonstrate- training  techniques* 
'  *    !I!eaching  skills.   '  . 

H 

I 

H 
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* 
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HUHERICALt 

SF&CIFICt 

o 

o 

u 
o 

*^ 

s 

*  ^     tijpiie,  fewer  than  X  number  of  complaints 
from  line  voricers  tiiat  training  vaa  confusing 
or  unclear* 

*  ^  X  time,  fever  than  X  number  of  iBstances  of 
incorrect  advise/suggestion  given  to  line 
woidcers. 

*  !Eralntng  noeds  of  foster  pairents/line  workers* 
-*    Objoptives  of  the  Foster  Care  Program* 

*  Facilities  fo;t  demonstrating  techniques* 

*  Knowledge  of  the  Social  Service  model* 

PERFORMANCE  SXANDARDS 

^   TRAINING  CONTENT 

ERIC 


i 

Data   1  People    1  Things 

Data    1  People    \  Things 

y    Reas*    1  Math^     |   Lang.     !  | 

W.  F.  -  LEVEL 

W*  F*  -  ORIENTATION 

IN3TR*     1                 G*  E.  D* 

TASK  NO. 

U       1       U       1  U 

6^%      \  KM     \  ^ 

^           Ik          1       2          I  h 

S*B*  9 

GOAL: 

OBJECTIVE; 

TASK:  EmLuates/xeriew/dlscuBses  viHi  -Qie  Hxector  each  new  staff  niember»  i^n  con^pletion  of 

orientation^  conaiderinf  performance^  attitude^  and  sick  Iea^re»  in  relation  to  agenijy  ^oals  ^. 
and*  ol^jectives^  applying  om.  knowledge  of  agency  voi^  perfozoance  standaxds^  in  order  to 
xeccvmend  ndcessaxy  on^-Qie^joh  trainings 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

4J 
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IBSCRIFXtVEt 

.    BeooimiendatianB  -for  on-the*301)  training  for  a 
^   new  mikar  are  substantiated* 
^   Voxkar  recognizes  any  possil^le  on-tbe-jol^ 
perfexmance  problems* 

*  Vorkar^s  manner  is  business  like* 

NDMBRIClLi 

*  of  voidcer*8  xeconmiendations  are  approved  by 
Director  over  X  period  of  tiju9« 

* 

FUNCTIONAL: 

*  Current  me'&ode  and  procedures* 

*  How  to  evaluate  a  new  enqployee^e  performance 
in  oifientation  to  predict  future  <ai-'aie-ooh 
performance* 

*  now  TO  zeco^Eu-ze  wiexi  a  new  woxicer  is  coinpexenx 
to  handle  a  task* 

SPBCIFICt 

*  Specific  individiial  ^ooployee^s  performance » 
attitude  and  attendance* 

*  Usual  procedures  for  starting  new  woi^* 

'  *   Showledge  of  agenoy/imit^s  goals  and  * 
oh^ectivest 

.    Showledge  of  ag^cy  voiic  performance 
standards* 

£2 
Hi 

Si 

PERFORMANCE  STANDARDS 

TRAINING  CX)NTE»T 

Data  I  People    I  Things 


Data    I  Paopla    |  Things" 


Reas.     I   Math.      |  Lang. 


W.  F.  -  LEVEL 
3B     I     AA  [ 


lA 


W.  F.  "  ORIENXATIOM 
SSt    I     3SX  T 


INSTR. 


G.  E.  D. 


10  X 


I 


I 


TASK  NO. 


S*C*  3 


CO 
CI 

CO 


goal; 


objective: 


TASK:  Participates  in  Admlniatrative  Staff  meeting,  listens  to/questions/discusses  ptobl^os/receives 
instructions  and  clsrif ication  re  policies  and  procedures  In  order  to  solve  program  problems* 


CESCRXPTIVK; 


Worker  is  articulate* 

Thoroughness  in  presenting  problems* 

Conciseness  in  reporting  problems* 


Fewer  then  X  complaints  par  year  about  attitude  of 
worker  pertsining  to  group  interaction* 
X&  of  staff  feel  they  were  adequately  informed* 
XU  of  policy/procedures  are  duly  implemented* 


TEAIHING  CONTm 


PUHCTIOMAL; 


How  to  ask/answer  questions. 

Bow  to  concisely  describe  problems i 


SFECIFlCt 


Awareness  of  co*vozker  interaction* 
Agency  policies/procedures « 
Hules  of  order  for  meetings* 
Flexibility  in  discussion* 


PERFORMAMCE  STAMDARDS 


tRAINING  pOKTENT 


> 

i 
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ERIC 


1  DaCa    1  i^eocls     \  Tilings 
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Daca     1  People    [  Things  j 

 T  1  1  z  

Reas.    1  Mach.     (  uatig. 

J  1 

F.  -  ORIENTATION'         !  INSTR, 

C.  E.  D. 

TASi:  NO.         !  [ 

h  3B   !     2     i  u 

^             3         I  ^ 

S.C.  4           '  i 

CO 
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COM.: 


: OBJECTIVE: 


I 


TASK;  3>i8CU8868  vith  voxkerst  deoidea  ijpon  mutually  aaoeptable  dates  and  tiJDea  for  ease  oonfexenoee 
naing  S*0*P*t  vipon  genej.al  inatruotiana  £Eom  ajSministrsiiox^  in  order  to  ds^aw  xip  a  supervlao^ 
sohadule* 


PERFCRMAKCE  STANDARDS 

.    Voidcs  effioiently. 

*  -  Sohadule  is  orderly  and  thorou^* 

•  at  scbedided  conaultations  are  loet. 
.    All  oaee  oonferraoes  axe  'eoheduled* 

.    Srpervieoiy  sbbedide  is  oco^leted  in  X  time. 


TRAXNIKG  COiCTEl^ 

mtCTIOSALt 

.    How  to  organize  and  sdbedule  consultation 

time  for  seraral  su]>ordlnates. 
A    Ehowledge  of  meiltods  of  s^qwrrisicmv 

SPECIFIC? 

*  Voijc  floir  of  vo3^rfi  and  si^^rvlsor. 

*  Aeenoy  S.O.P*  for  scheduling  caae 
oonfiflcenoes* 
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PERcORMAKCE  STANDARDS 


TRAINING  CONTENT 


Data    1  People     |  Things 

Data     1  People    1  Things 

K     Reas.     1   Math.      \  Lang. 

W.  F.  -  LEVEL 

W.  P.  -  ORIENTATION  _ 

IN3TR.     1                 G.  E.  D. 

TASX  ^^0. 

50X     1      45Z     1  STL 

^V*             J              ~^/*             W  T 

L         \       L        \     1  L 

S*D*  & 

GOAL: 

OBJECTIVE: 

TASK:  Controls,  directs  the  sequenciiig  of  events  during  a  briefing  session  involving  several  psychiatric 

evaluations.  Insuring  that  significant  individuals  are  available  at  appropriate  tlmes^  iDOdi^ing  ^ 
ptsooedures  or  schedules  as  conditions  require,  acting'on  own  initiative  or  ±^  concert  with  consult- 
ing psychiatrist  or  other  significant  individuals,  in  order  to  conduct  evaluation  sessions  as  effi- 
*   ciently  as  possible* 

PERFORMANCE  SXAKBAItDS 

TRAINING  CONTEKT 

DESCRIPTIVE: 

FUNCTIOKAL; 

> 

LLlonol  Unit 

*  HbrVer  assures  that  sessions  operate  smoothly  and 
efficiently*  * 

*  Hbrker^s  ntanner/attitude  is  pleasant/cooperative* 

*  Worker  is  able  to  cope  with  crisis  situations  .as 
they  arise* 

*  How  to  coordinate  a  meeting,  Involving  many 
activities  programmed  to  occur  sequentially 
and  involving  a  number  of  people* 

*  How  to  cope  with  crisis  situations* 

,    Knowledge  of  psychiatric  evaluation  process* 
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MUHERICAL: 

SPECIFIC; 

o 
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u 
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,    All  <IOOX)  significant  individuals  are  present 

at  appropriate  tines* 
«    Over  X  period  of  time,  no  more  thatiX  coiuplalnts 

are  t^ceived  £rom  consulting  psychlaTrists  that 

modifications  of  schedules  and/or  procedures  were 

inadequate/unnecessary* 
«    Evaluation  sessiotis  are  conducted  within  agency 

time  limits  ^  of  the  time* 

*  Knowledge  of  S*0*P*  for  psychiatric  evaluations* 

*  How  to  determine  when  and  how  to  modify  proce* 
dures  and  schedules  for  psychiatric  evaluation 
sessions* 

*  Specific  Individuals  ^o  inust  be  present  at 
evaluation  sessions* 

i 

<  PERFOSMASCE  STANDARDS 

TRAHING  CONTENT  ^ 
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Data  -I  People  Things 

Data    1  People    [  Things 

Reas.    t  Hath.     }  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NOv  . 

3B     t      2        1  U 

5051      i  :    45%     l  51 

3 

3         i      1  4 

S*U*  J 

GOAL: 

OBJECTIVE: 

TASK:.  Plans/schedules  psychiatric  evaluation  session  at  agreed  upon  times,  in  appropriate  setting  with 

necessairy  equipment,  notifying  counselors  to  prepare/arrange  for  imnatea  participation  at  specified 
tines,  following  agency  StO*?*,  in  order  to  arrange  for  psychiatric  evaluation  of  Inmates* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

nSSCRIFTIVE : 

FUHCTIOKALt 

ional  Unit 

«    All  counaelors  are  notified  regarding  nanes  and  - 

tlmea  for  -iniDBte  evaluations* 
*    Arrangetnents  regarding  tline,  place>  equipment 

for  briefings  are  made  proo^tly* 

*  How  to  schedule  a  aeries  of  briefinga* 

*  How  to  cofominlcate  routine  Inatructlona*  ^ 

*  Knowledge  of  role  of  psychiatric  input  into 
correctional  rehabilitation* 
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NQHERIGALt 

SPECIFIC 

t 
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,    Over  X  time,  fewer  than  X  omissions  due  to  worker 

oversljBbt,  are  noted  by  supervlaor* 
*    All  (100%)  of  paychiatric  evaluation  seaalons  are 

acheduled  within  agency  tljne  limits* 

* 

•  Agency  S*0*P*  for  briefings* 

,    Knowledge  of  \rtiich  counaelora  to  notify* 

*  Specific  inmates  to  be  evaluated* 

PERFORMANCE  STANDARDS 

TRAINING  COKTENT 

1^ 


Data   i  People    I  Thirigs 

Data     t  People    \  Things 

j    Reas*    I  Math*     |  Lang^ 

i 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.  ' 

G.  E.  D. 

TASK  NO.  . 

3B    1      2        i  U 

60Z      1      35%      t  51 

4 

4          .    1         I  4 

S.D.  10 

GOAL: 

OBJECTIVE; 

TASK:  notifies/ request 8  selected  counselors/psychologists  toprepare  sunnaty  ntaterial  on  inmates  <cheduled 
for  psychiatric  evaluatloni  atresslng  that  material  must  he  concise^  complete^  and  ^rtlMnt^  follow-;; 
in9  agency  S*0*F*»  reviewing  and  critiquing  submitted  materials »  in  order  to  provide  a  written  sum-  . 
mary^  for  the  consulting  pyschiatrist^  on  each  inmate  scheduled  for  evaluation* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

> 

DSSCRIFTIVE: 

FUNCnOHAL: 
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t    Briefing  material  is  requested  courteously  and 
with  suffieiant  specificity  to  insure  understand^ 
Ing* 

*  Worker  assures  that  materials  developed  adequately 
reflect  history  and  current  status  of  each  Itmaite 
scheduled  for  evaluation* 

*  Worker  reviews  and  critiques  materials  submitted 
within  agency  tiioa  limits* 

HUMERICAL: 

*  In  no  more  than  X  instances  per  year»  counselors/ 
psychologists  co^lain  that  directions  given  were 
unclear /arbl  trary  * 

*  In  not  more  than  XK  of  instances^  consultant 
rejects  submitted  material  as  Irrelevant » 
Incomplete^  inaccurate* 

*  Written  suomkarles  are  provliJed  for  all  (100%) 
innates  sdieduled  for  evaluation. 

*  Knowledge  of  psychiatric  evaluation  process; 
information  needed  to  effect  correct  evaluations* 

*  How  to  evaluate  written  sunmarles  for  social/ 
psychological  content. 

*  Supervisory  skills* 

SPECIFIC: 

.    Knowledge  of  specific  liMtes  scheduled  for 
psychiatric  evaluation  and  their  case  history. 

*  Knowledge  of  S.O*P*  for  psychlatritr  evaluations* 

*  Which  psychologists/counselors  to  noti^. 

? 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

■r 


1^ 


Data   {  People     I  Things    (     Data     !  People    I  Things 

1    Reas  *    ;(  Math  *     |    Lang  * 

I 

-  LEVEL           1                   -  ORIENTATION 

f  INSTR- 

G,  E»  D* 

TASK  NO. 

U      1     UA     1    U    ■  1    65«    1     3(»fi    I  SK 

1  S 

5           1      I  1* 

S.£.  2 

GOAL: 

OBJECTIVE: 

TASK;  ExamlBes/evaliiateB/diBcUBBeB  with  other  institutional  Btafft  a  xequeBt  to  have  a  pexeon  admitted 

to  the  Seottrl'ty  Medical  Facililyt  considering  the  stajted  need  for  dlagnosis/trea'bitent^  the  ^ 
fActlities  available  to  help  the  person^  and  ^He  technical  le^alitor  of  the  steps  followed  in 
initiating  the  request^  in  order  to  decide  ^whether  or  not  to  accept  the  person  for  admittance  to 
the  Institution. 

PEBFORMANCE  STANDARDS 

TRAINING  CONTENT 

SESCRiPi'iVK: 

TTJMCIHQMALi 

> 

i 

C 
<3 

*  Voitor  assures  that  the  decision  takes  ±i:|to 
considexatipn  all  relevant  factors  and  represents 
a  clear  analyBis  of  the  infonoation  presented* 

*  ]>dcision  is  within  the  boiuids  of  institutional, 
poli^  and  xegulations* 

H0M&RICALI 

. 

.    Bow  to  decide  whether  or  not  an  individual 
should  be  admitted  to  a  SecuriV  Medical 
PaciliV  considering  the.  types  of  staff 
specialttiest  equlpmentt  and  space  available 
in  relation  to  the  stated  aoeed  for  diagnosis/ 
tifeatment* 

*    How  to  decide  -whether  or  not  procedures 

s; 
h-i 

H 
? 

O 

<3 
O 

o 
a 

.a 

*  Ho  more  than  X  persons  axe  denied  admission  for 
inappropriate  reasons^  as  detexmined  t/y  Bureau 
Director/  judge/ etc. 

*  X  tiiDe»  no  more  'Uian  X  congplalnts  axe  received 
£rcM  0-&6C  Institutional  ?taff  concemixif  voj^r^s 
manner. 

followed^  for  xeqiaesting  admission^  were 
within  the  bounds  of  the  law* 

*  How  to  evaluate  data  in  relation  to  specified 
criteria. 

.    S*O.P*  for  the  scheduling,  agenda^  eto*» 
of  this  meeting* 

*  Any  relevant  backgcound  information  on 
a  specific  case* 

.    Kiowledge  of  .staff  specialities  equipment  and 
Space  available  in  the  Institution. 

.    Knowledge  of  procedures  necessary  for 
requesting  admission* 

.  5ERFORMA13CE  STANDARDS 

TRAINING  CONTENT 

Data   I  People    |  Things 

Data     I  People    |  Things 

Reas*    1  Hath.     |  Lang. 

W.  F,  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4       I        5        1  lA 

25       1        7n      1  S 

4      t        1        I  4 

S*E*  6 

GOAL; 

objective: 

> 

TASK;  Clarifies/interprets  work  procedures  to  clerical  subordinates  when  normal  procedures  are  not  appli- 
cable>  and  discusses/explains  daily  work  assignments  related  to  maintenance  of  employment  and  salary 
histories  of  Department  employees,  in  order  to  coordinate  and  supervise  the  work  activities  of 
clerical  subordinates. 

Objective        Goal     "|       Organizational  Unit" 

PERFORMANCE  STAKDARBS 

IffiSCRIPTIVB; 

.  Interpretations/assignments  are  clear>  concise. 
*  Performance  requirements  are  within  range  of 

subordinates'  capabilities  and  take  work  loads 

into  consideration. 
,  Worker  is  considerate,  tactful. 

NUMERICAL; 

.  Less  than  2t  complaints  over  X  period  of  time  from 
subordinates  that  interpretations /assignments  were 
unclear  or  unrealistic. 

.  Fewer  than  X  complaints  in  X  period  of  time  from 
staff  that  employment  and  salary  histories  of 
Department  employees  were  inefficiently  maintained. 

TRAINING  CONTENT 

FUNCTIONAL; 

.  How  to  explain/describe  tasks  to  subordinates 
.  How  to  relate  and  compare  performance  require* 

ments  to  tasks  to  assessment  of  worker  capabil* 

ities 

SPECIFIC; 

.  Work  load>  capabilities  of  subordinates 
.  Department  supervisory  guidelines  and  standards 
.  How  employm.ent  and  salary  histories  are 
maintained 

.  Procedures  for  completing  specific  clerical 
tasks 

s: 

CA 

< 

o 

. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERLC 


1  1 

F, V  LEVSL           1        W.  F.  -  ORIENTATION 

^OSTR.      t                 G.  E.  D.                      !  TASK  :;6. 

k      \     i*B       1    lA       1     1*5%    1     50%     1  5% 

\      k         i       It        i      1         I      It         !S.E.  7 

■ 

OBJECTIVE: 

1 
1 

i 

1 
I 

T.-^Ki  Dlsousses  vlili  staff  Mae  origin  and  developoent  of  preset  piigaDizatlonal  qct  operstlonal  probleioa 
in  oxder  to  increase  voxSoars'  Traders tanding  of  and  sensitivity  to  pxobl^ns  and  provide  an 
information  liaae  for  developing  alternative  solutions. ' 

■ 

i 

i 

PERFCmSCE  STANDARDS 

TRAINING  COSTENT 

ij 

! 

1 

!^ 

1-2 

.    Completeljr/iliorouelilT/accurateljr  ei;tilains 
organizational/operatiDnal  prolilems. 

.    Worker  is  aware  of/sensitive  to/understands 
subordinates*  onganlzational  or  operational 
probXems. 



.    nKbility  to  develop  alternate  plana. 

.    Si^ervisoxy  skills. 

.    Ability  to  communicate  information. 

SPSOJFIOt 

11 
il 

1  ^ 
*  J" 

jc 
i 

! 

c 
O 

1 

:  :j 

!-=^ 
!5 

. 

.    Less  than  ^  of  vorkers  coBQ^lain  material  was 

presented  in  negative  manner. 
.    Vorkers  are  able  to  loaderstand  problems  and 

make  oonatructive  recounendations  for  solution 

of  problems  in  ^  of  cases. 
.    Less  than  ^  pf  workers  complain  -Qiey  cannot 

vork  vit^iin  ^stem. 

.    Knowledge  of  all  interfaces  that  bear  on 
problem. 

.   Xnowledge  of  agency  organizational/operational 
problem^ 

.    Ehowledge  of  background  information  on  specific 
issue. 

Q 
•  i 

I 

1 

1 

1 
t 

PERFORMANCE  STANDARDS 

TRAINING  COIhTENT                             .  I 

1 

ERIC 


1  p 


2C01ei 


TUin^s     i     Data     j  People     t  TMngs  ] 


-an?;. 


F,  -  LEVEL 


W.  F.  -  ORIESITATION 


INSTR- 


G. 


D. 


T 


T 


TASK  no. 


!   5B  j 


u 


OBJECTIVE: 


i  TASK:  DisouBses  problems  vH^/adviaee/^ves  direction  to  lover  level  speoialiets  within  a  specified 
^  imit  of  ttke  aeenqrt  VBixsig  om  knowledge  of  polloiea/pxocedurea  estatiUshed  for  iiie  epecific 

j       -   .  program  and  the  organisation^  In  order  to  coordinate  the  tetivltleB  of  the  unit  within  the 
;  aganoy* 


CO 


PSRFORMASCE  STANDARDS 

lESCELPTlVKi 

*  Xtolt'a  actiTitles  axe  efficiently  coordinated. 

*  Dlzectlon/consiiltation  is  coneietent 
wltb  eatabZiabed  pollciea^procedures  and 
organizational  etruotaxe* 

KHMBEICALi 

*  No  more  than  X  Instanoee  -  ariae  In  X  dagre 
vbare  unites  activities  are  not  coordinated. 

*  Ko  more  than  2  coaB^lalnta  In  X  period  of 
time  from  lover  level  'speciaJCTsts  Uiat 
voiSebt  consultation  is  unclear  or  illogicalt 


TRAINING  COKTERT 

yOBtCTIOMALi 

*  Hov  to  give  clear  dlrection/sigpervision  ^ 
that  does  not  conflict  wltb  establiahed 
policgr/procedure* 

*  Kiowledge  of  Buslnssa  Idmlnlatration* 
.    purpose  of  the  agency* 

*  Si^ervlaoiy  aklUa* 

SESCIgICi 

Extensive  knowledge  of  policiee/procedurea 
involved  In  the  specific  program* 
. '  Organisuitional  structure  or  the  ttnit.  ' 


PERFOSMA-NCE  SXAKMRDS 


TRAINING  COHTEJIT 


erJc 


9.S 


F.  -  LEVEL 


Data     !  Vooylc     |  TTiingi 


F.  -  CRIEXTATIOM 


INSTR. 


G.  D» 


i  - 


:"r 


_2_ 


556 


I 


U      I  S*£.  9 


GOAL: 


OBJECTIVE: 


TASK;    EncouraeeB/persuades  line  voxberB  to  make  viaita  to  all  footer  childxen/foeter  homeat  aa  frequently 
*         as  poaalble  for  each  caaet  betc^  cofiolxaDt  of  caaeload  xeaponai1>ility  anA  inmedlate  prloritiea*  aa 
wll  aa  service  needs  of  foster  childxen/foster  paxents*  in  order  to  increase  -Hie  ftequancy  of  line 
voxber  contacts  with  foater  families. 


ij 

ill 

i 

■  1 


w  t 


:  > 

J  * 


PERFORMANCE  STANDARDS 


lESCSRiPtlVlB: 

*  Voxber  is  pei^uaaive  but  uses  coimon  aense  in 
Imowing  hov  hard  to  push* 

.    Voxber  makes  realistic  aasesametit  of  woxber 
caseload  and  prioritiea* 

*  Clearlyt  logically  points  out  the  reaaons  that 
frequent  viaits  to  foster  famlliea  are  needed. 

ISfUMEBlCALz 

*  In  X  timet  at  leaat      of  line  voxbers  make  at 
least  X  visits  to  all  foater  cfaildr^  and  foater 
homes  aasigned  to  Hiem* 

.    In  X  tine*  fever  than  X  number  of  oomplaints  from 
line  TOifcers  Uiat  miker  la  overbearlnfft 
demand  Ingt  unreasonable* 


FPHCaiOMlL: 

*  Bow  to  encouraee/perauade  someone  to  practice 
certain  standards  of  voile. 

*  Eov  caseload  sixe  and  priority  interrelate 
with  foster  care  cases. 

.    Eov  to  malce  presentation  clearlyt  briefly* 


SPBCIFlOt 

.    PurjKjse  of  visits  to  foster  families* 

#  Caseload  responsibilitiea  and  prioritiea. 

*  Objectives  of  foster  care* 

.    Shovledge  of  i^e  Social  Service  Hodel* 


IS 


I2i 


li 


t  1 


pnSTOKBNCE  STANDARDS 


TRAINING  CONTEXT. 


ERIC 


Daca   I  People     I  TU i nRs* 


Data    ]  Peopic    T  Thing:: 


Reat. .    I   Math .      |    La.^;: . 


W,  F,  •*  LEVEL 


W.  F.  -  ORIENTATION 

85»6    I     Mi  5» 


INSTR. 


G.  E.  D. 


TiVS'^:  NO, 


1  r 


I  5 


S.F.  10 


GOAL; 


OBJECTIVE: 


TASK;  Be.tMBlntts/advocates  general  philosophor  for  -Hie  plaoenent  of  children  in  foster  bomeB  and  tiieir 
aiitoeqtient  return  to  natural  lunae/zetention  in  foster  caxe/placement  in  institution,- developing 
(or  aiialgning  derelopBent  to  eubmrdlnate)  general  guidelines  for  -tbese  decisions  aeoordlng  to  - 
pxofessional  kziowledgs  and  e^gperiencet  in  order  to  develop  consistent  state  level  standards  for 
foster  care  decisions  for  guidance  of  line  noxkers. 


gBHFoKMAHCE  STAHDARDS 


c 


g 


o 


o 
o 


«    Phlloappihar  reall^tioally  provld«8  for  defined 
naeda  of  obildx«ii  ourxently  1>eliig  provided  foeter 
cere  in  Itae  state. 

.    Voricer  cmsidexs  Ihe  needs  of  children  not 
currently  being  served. 

.    Guidelines  developed  (or  assigned)  relate 
directly  to  the  pbilosciptby,  Init  recoguize 
realistic  field  Tarisbles  that  line  voAeVB 
mat  contend  vLVi* 

HOMBBICil*: 

.    In  X  tiASr  fever  than  X  mmber  of  ooipplaints 
frco  line  voikers  that  guidelines  axe  inconsis* 
tent  vi-tti  phllosopl^y  cosifuelog. 

.    la  X  tlflie  fewer  ifaaa  Z  complaints  ftom  line 
wikere  tiiat  stsndavds  aze  unrealistic. 


TRAINING  CONTENT 


Thorough  understanding  of  Social  Ser\rices. 
How  to  develop  an  agency  phllospiAiy. 
How  to  develop  guidelines  to  iiopleskent  or 
encourage  a  philosophy  to  become  general 
practice. 

Hov  to  aprply  professional  knowledge  and 
axperienoe  to  agency  policy  decision. 
How  to  integrate  directives  of  a  service  pro- 
on  a  statewide  basis. 


SFBCIglCi 

.    Meeds  of  children  in  tiie  state. 
.    TacilitleSf  services  available. 
.    Manpower^  budget  realities. 
.   lltematlves  to  foster  care. 
.    Bealistio  assessment  of  line  woxker  Interaction 
with  County  Boards. 


PERFOmKCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


J 


Data   i  People     I  Thinfis 

Data     1  People     I  Tii].n;;& 

F.  *  LEVEL 

W.  F.  -  ORIENTATIOK 

INSTR-      1  E^ 

TASK  }iO. 

\     h     \  hk          1  1A 

90)6     1      SJi      t  5% 

1      5       1      4        1       1        1  2* 

S.F.  12 

GOAL: 

OBJECTIVE; 

'^^^^  Rbmdt^rBYXwm  case  folders  of  clients  «bo  have  been  in  short  term  foster  oare  for  maiimiiin 
tiMf  erhXuating  cuxxeatit  situation  against  altexnatlves  of  long  texm  foster  caxe/retum  to 
ztatural  parents/adoptive  placement^  providing  consultatioiv^advice  to  casewodcerBf  txslng  ovn 
latovledge  and  afclll  and  relying  on  agenay  guidelines  in  order  to  insure  that  each  foster  oare 
case  is  properly  eerviced* 

O 


tot 
O 


PERFORMANCE  STANDARDS 

jBScaiPigrvB: 

*  lltexnatives  to  ahort-tam  foster  care  are 
oaxeftiUy  explored  for  difficult  oaaee* 

•  Possible  inputs  to  vorkar  skills  are 
thorougjily  examined* 

*  Berlem  are  ccsqp^leted  periodioally  and  with 
reasonable  speed. 

HOMBRICilj 

«  Caae  folders  for  Foster  Care  caaee  are 
reviewed  a^  least  X  tlMS  per  X  pralod 
of  timet 

•  ^  X  time*  fewer  than  X  cca^laints  from 
line  workers  that  advice  given  by  woxker 
does  Hot  apply  to  case. 


TRAINING  COSTEHT 

FPMCTIOWAL: 

*  How  to  review  written  documente* 

*  How  to  recognise  knowledge  or  skill  needs 
of  subordinates  specific  to  existing  oases* 

*  Knowledge  of  foster  care  principles  and 
praotloes* 

,    Knowledge  of  human  ds^amlcs. 

smciFlCt 

*  Uhere  Foster  Care  folders  are  located,  vhat 
the  QOBipQneait  parts  are* 

*  Objectives  of  Foster  Care,  alternative 
programs* 

*  Line  woxker*  s  qualifloatloaSf  esgperlence* 

*  Training  facllltlee  available* 

*  Agency  policy  for  eerrloing  foster  oare* 

*  Knowledge  of  Social  Service  Model* 


PERFORmHCE  STANDARDS 


TRAINISG  COOTEST 


ERIC 


1 

D:ita    I  People  .  i  'fhin^s 

1                      •  r 

Da£:a     |  People  -  |  Things 

1 

F;  -  ORIENTATION 

INSTR-      1                      E.                           1  TASK  NO, 

.1*.     1     5        1  U 

li        1      k            1        i      l|        is.i*  3 

GOAL: 

OBJECTIVE; 

jX^Vi    DiaAUflaAfl/cmmsels  Mployee  abfni-t  pool*  i|ujil±+y  of^  urn*:  pAW^rt-mu^fto^  Arnnlnln^  +'ftflV  mitromee 

against  stated  criteria  and  disouselBf  aaseesment  with  voxker*  follawliis  agency  3*0*P*»  in  order 
to  advlee  of  agmoy  expeotatlons*  -extending  op^portunity  to  ino^xove  perfoianance  and/or  alerting 
voiScar  of  possible  disciplinaiy  action/dismissal  during  pxobationaiy  period/termination  if 
performance  continues  xmsatlefaotorily* 

: 

I                               PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

i 

j 

XBSGRimVEt 

li 

i  5 

1= 

i 

0iibO3:dinate^al>out  voxk  performance  etandaxda 
and  policy  on  disoiplinaiy  action/probation/ 
texndnation* 

*  VoiScar  demonstrates  flexibility/adaptability  in 
dealing  with  subordinate; 

^    Voricar  demonstratee  unifomiiy  in  dealing  with 
-Qiia  aubordinate/other  aubordinatea* 

*  Vo^car  .is  aware  of/sensitiTe  to/understands 
problems/veakneeees  of  subordinate  conceming 
perfonaance  of  job  taalca* 

*  Ability  to  communicate  infoxsaation* 

*  Supervisory  elcills* 

SEMITIC  t 

*  Kaovledge  of  agency  etandaxds  of  work 
performance* 

*  Knowledge  of  agency  policy  on  disciplinaspy 
ac  t  ion/probation/terminat  ion* 

*  E^30vledge  of  specific  voiScar*s  perfoznance 
of  job  tasks* 

^\ 

<! 

i 

p 

HOKEHICALt 

u 

i§ 
1^ 

i  

! 

t 

!  ^ 

o 

? 

*  Less  tban      of  voiScaxs  complain  eiq^rvieor 
^lies  different  standards  to  different  staff 
jorabers* 

*  Less  than  ^  of  poor  work  perfcncmance  ia  not 
identified  by  siq^ervlSDr* 

;  *    Ko  original  appointed  woiScar  with  overall 

unsatiefactoiy  perfoianance  during  probationaxy 
period  gains  permanent  eiqplc^ee  status* 

* 

PERFORMANCE  STAHdARDS 

TRAINING  CONTEIIT 

A.  Criteria/^offduie  fcer  Seleotloi  of.  tTralneefi 

B.  Identlfloatlon/Soreeiiiiig  of  Clients 

C.  SeleotionA^ferral  to  V.I.N. 
B.  Support  Serrloes  for  !Praineefi 

E.  Couneeling 

F.  iandhstcationAfcutiageiten^  of  Program 


372 


Data   I  People    I  Things 


W.  F.  -  LEVEL 


Data     I  People    t  Thinf;:; 


W.  F.  -  ORIEKTAtlON 

E 


H  '  Rcas.     I   Math.      |  limig. 


INSTR. 


G.  E.  D, 


r 


I 


TASK  NO. 


W.A.  5 


CO 


GOAL; 


OBJECTIVE: 


TASK;    Detexmines/dsscri^s/ldentifiss  details  of  trajjiing  program  desixed  ^yy  client,  identifiee  ee^rv^icee 
ihe  aeBnay/commantiyi  will  provide,  matee  anan^ementa  foi:  payment  0^  training  and  dervlces^  and 

cbsolce  for  accuracy  and  consistency  of  the  report,  follovine  a^ancy/daparimental  poii<^  and  ^da- 
llnee  for  "Individual  Training  Plans",  In  oxder  to  develop  an  '^Individual  Training  Plan"  for 
approval  ty  sijqpervlsor  and  state  office. 


13 


o 
u 

N 

u 


o 


3; 

U 


PERFORMAKCE  STANDARDS 


3S!SCBIPFIVEt 


*flndivldxial  Training  Plan"  Is  clearly  Identified, 
accurately  described. 
Services  .necessary  are  clearly  outlined. 
Vodcer  accurately  descril^es  cost  involved, 
reajKmelMllty  for  its  payioent 


NUHKKIGAL; 

,    InX  tiwBf  fewer  Hian      of  plans  suboiltted  l/y 
vDxlcer  axe  xetusened  ^  ei^ervlsor  because  of 
vagaraess  or  inaccurac^/lncoDaistency  of  state- 
ments* 

*    In  ^  tinet  fewr  lluai  £  number  of  paomient 
sobeduLsd  axe  rejected  by  siJ^xevisor  for 
violation  of  agency  policy* 


TRAINING  CONTENT 


JONCTiatfAL; 

.    Hov  to  clearly  Identlfy/dsecribe  planned 
activity. 

*  Bow  to  Identify  services  vfaxch  vill  be  needed 
to  implement  a  plan. 

*  Eov  to  yoi3c  vith  budgets^ayment  eCheduLee* 

*  How  to  read/lnteipret  policy* 

SEBglPIC; 

4  , 

.    Agency/DeparlaDentai  policy  for  *'3jidlvld\ial 
Training  Plan"* 

*  Bow  approval  for  plan  Is  obtained* 

*  Reasonable  costs  for  the  aarea  for  various 
sezvices  which  must  be  provlded/purchassd* 

*  Tipaining  plan/coete* 


> 


o 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


4J 

a 

c 
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> 
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Data   1  People  Things 

Data    }  People    [  Things 

Reas .    1  Math .     |    tang . 

1 

W.  F.  -  LE\^L 

W.  F.  -  ORIEKTATION 

INSTR. 

G.  D. 

TASK  NO, 

— f 

f 

I 

1*      I      3*       1  lA 

4 

U     1    1      1  u 

y.B.  6 

f 

j— -1 

GOAL; 

OBJECTIVE: 

1 

TASK:    Aasesaea/aeks  gueetione  of  cllent/obaerreB/evaluateB  the  needs  of  client  otherwise  tentativelr 

adjud^d  eligible  for  an  **XQdividual  draining  Flan**,  for  si^rportive  casevoxk,  exexcisine  judgement 
l)ased  on  training  and  experience  in  order  to  determine  the  extent  and  nature  of  services  needed 
yjy  client  to  ooniplete  a  partioiilar  training  prQg:ramt 

■ 

z> 

1 

1 

i 

I 

PERFORMANCE  STANDARDS 

ISSCHIfXIVKt 

*    iBsessment  of  client*  s  needs  for  service  is  based 
on  extensive  contact^  comreraation^  and  observap' 

4          f  a    '^tim a4*4  mtp^ 

.    UeeB  good  sense  and  judgement  to  discover  needs 
viilch  will  impede  client  progress  toward  goals. 

NDHERICALt 

.    ^  X  timet  fewer  than  X  xnimber  of  persons 

approved  for  an  "^idividual' Training  Plan**  need 
major  additional  service  not  foreseen  ty  woricer. 

.    In  X  'tlioe,  fewer  liian  X  number  of  cootplaints  from 
cllente  about  vo3±er'8''attitucle  or  manner. 

TRAINING  CONTENT 

KfNCTICHiLt 

! 

.    How  to  assess  client's  needs  in  relation  to  a 
given  plan.  J 

*  jiow  ■  vo  suoiE  qupB X xons  vo  eojLxoxx  xnxcmtctxixon 
about  specific  subject*  \ 

.    How  caaevoi^  serrices  contijibute  to  agWQjr 
objectives. 

*  Xhovledge  of  casevoxk  principles. 

SEBcmO: 

*  Purpose  of  **Individiial  SCrai  aing  Plan**  program* 

*  Services  available* 

*  Background  of  individual*  I 

*  Demands  of  1^  training  pro^ram*^  ! 

■  i 

3 

i 

PERFORMANCE  STANDARDS                                                              TRAINING  CONTEST  1 

1 

Data   1  People    |  Things    j     Data     1  People    \  Thin?,5 

I               i    Reas.    1  Math.     f   Lang.  1 

W.  F.  -  LEVEL                         F.  -  ORIENTATION 

(INSTR.     1               G.  E.  D.                      TASK  NO. 

i      3        13       11         13          W.B.  12 

GOAL; 

'  OBJECTIVE* 

i 

t 

TASK!    Sjcplalim/dssoribes/clarifies  client's  educational  objectives  and  general  educational  back^^xound 

during  personal  or  telephone  contact  with  officials  of  educational  institution  or  local  contact  witii 
the  Depari3Dent  of  Publia  Instruction,  in  order  to  Tsrify  that  client  can  be  laatched  vsp  with  desired 
trftining  proffram* 

PERFORMANCE  STANDARDS 

TRAINiriG  CQHTENT 

HRflCBIPTIVEt 

FDNCZIOHALt  ' 

i 

5 

§ 

N 
*^ 
C 

to 

*  Accurately,  clearly  describes  client^s  objec* 
tives* 

*  Uses  good  judgement  in  injecting  Information 
about  client's  badcground  which  may  be  pertinent 
Ji^j        iubp vvh* uiif  or  c^j^wm*/  pcograia* 

*  Ttollovs  up  on  aoy  l^ads  toward  training  pro^^Tsms 
mentioned  during  contact* 

*  ^>w  to  clearly  state  a  request  for  informaticn. 

*  Eow  to  relate  a  training  picogram  to  a  client^s 
educational  objective. 

H 

s 

rH 

<^ 

M 

o 

NOHERICALt 

SPECIFIC t 

Objective    I    GoM  1 

*  In  7  time,  fewer  than  X  number  of  oases  where 
client  has  an  **Indiyidual  Training  Flan**  approredJ 
but  later  cannot  get  ln.to  program. 

*  In  X  timet  feifte  than  X  number  of  complaints  irom 
con^tacts',  that  woi^r  did  not  clearly  state  his 
request* 

1 

1 
1 

.    AgBn<^  policy  for  contact  with  Educational 

Institution. 
.    Whom  to  oontact  at  Deparlment  of  Public 
Instruction. 

PERFOR>WKCE  STAN'DARDS 

TRAINING  CONTENT 

ERIC 


Data    i  P«opii;     |  TULn^s 

D.Tt.T     f  rco;>lc    i  Things 

P.c.is.    )   Math.     [  Lang. 

— 

W.  F.  -  LEVEL 

V.  -  ORIESTATTON 

IKSTR. 

G.  E.  D. 

TASK  NO. 

3&    )    lA      1  lA 

8o?fi          ^     \  15^ 

2 

2      1       1      I     3  1 

W.B.  13 

GOAI,: 

omcctive: 

Searches  Seolaration  foxm/Food  Stamp  affldacvlt/appllcatlon  of  s^llcant/cllent  for  adult  nales  and 

ohlldren  age  16  and  aver  and  not  in  adboolf  applying  ovn  knovled^  of  agency/Federal  guidelines  for 
WIN  program  referral^  in  order  to  identify  persons  ^o  f it  criteria  for  mandatoxy  referral  to  WIN 
program* 


PERFORMANCE  STANOAEOS 


CO 


O 


CO 

M 

Op 

u 

O 


INSCRIPTIVE; 


*  Accurately  identifies  ^persons  eligible  for 

referral  to  VTH  program. 

*  Ccwipletely/thoroue^ay  searches  specified  foins/ 
affldavlts/applloationa. 

*  Vbdca  villi  reasonable  speed* 

HCMEBICAL; 

*  All  WIN  ellglbles  are  identified  for  referral  to 
WIN  Ccogcam  vitMn  agency  time  limits. 

.    Less  12ian  ^  error  in  Identification  of  those 
persons  eligible  for  mandatoxy  referral  to  WIN 
program* 


TRAINING  co;rrEKT 


*    Ability  to  select  pertinent  information  from 

specified  forma* 
.    Ability  to  read  names  and  numbers. 


SBEGrPIO; 

*    Knowledge  of  ag^cy  and  Federal  guidelines  for 

WIN  Ccogram  referral* 
.    KSaowledge  of  oontent/lo^Mition  of  specific 

f orms/af f idavlts/a^lications  * 


I 

< 


3 


4> 


PERFORMANCE  ST.'\NI>ARDS 


TRAIHINC  CONTENT 


ERIC 


LEVBL 


14 


F         {  ^^3ttu    I  i^tnn* 


 F* 

609^  ~r 


OaiEKTATZON 

T 


!  i.N.STR. 


596 


G.  £.  D. 


I 


I 


TASK  NO, 


W.D-  5 


OliJECTIVE: 


TASK:  18868868  llie  availability  of  coomunlty  or  oth6r  noii^agenoy  re8ouxc68  %diioh  oould  be  aivpli6d  toward 
the  tmding  of  *cli^t8  training  program,  contacting  Hxe  appropriate  referral  agencies/persons  and 
following  W  on  any  leads  discovered  in  these  contacts*  ag^lying  agency  guidelines  and  own  knowledge 
of  financial  needs  of  the  training  program*  agency  resources*  and  client  resources*  in  order  to 
detexmine  if  client  and,  agency  resources  can  be  euirplemented  by  other  resouzoes* 


CO 
<1 


o 


a 
tt 
u 
o 


1^ 
1^^ 


t 


URSCRIPTIVE:  I 

! 

*  VoxScar  is  resourceful*  uses  good  judgement  in 
attempting  to  locate  non-agency  resources*  | 

*  Voxker  accurately  determines  vheUier  or  not  out*  j 
side  resources  can  be  applied  to  client's  train-  . 
ing  program* 

*  Voxkar  is  courteous*  but  purposeful  and  profes-^ 
eional  in  contacts  vith  oilier  agencies /persons* 

SnMEBICAL; 

*  la  X  period  of  time*  fewer  than  X  number  of  oom- 
munitjr  or  area  resources  are  ave^odced  by  worker*! 

*  In  X  time*  fewer  Hian  X  number  of  cc^laints  Sxom  ] 
referral  persons  abou'Twodcer's  manner*  attitude*  i 


TRAINING  COHTEKT 


*  How  to  relate  programs*  resources  to  caaewoxSc 
needs. 

*  Bow  to  contact  refeifral  agencies/persons* 

*  Bow  to  recognise  follow-up  on  clues  for 
resource  possibilities  mentioned  during  con- 
tact* 

*  How  to  budget*  determine  needs  of  client* 


Needs  of  client*  prepared  client  budget* 
Agency  list  of  x^tevraX  sources* 
Heeds  of  the  training  program  ( financially)  i 
Client  bad^round* 


> 

53 


O 


O 


PERFORMANCE  *^1:a:wART)S 


TIWINJNG  COfn:ENt 


ERIC 


c 

o 

M 

o 

(-1 
o 

> 

o 
*^ 

o 

Data    1  Pooj^lti     j  TUii^f?!; 

OaLa    }  P.-0[slo    1  Things 

'  1 

.    itoas.    [   Mfttiu     1  l,.ing. 

— i 

IKSIR. 

0.  i;.  D. 

TASK  NO. 

1 

8096     i     15?6      f  ^ 

U 

U            3  U 

W,D.  9 

COAL : 

OBJECTIVE ! 

> 

i\ 

< 
^^ 

c 

1 

TASK:  .Assesses  client  resouxces/a^ncy  xesouxoes,  usin^  information  obtained  from  client  and  own  Icnowled^ 
of  agency  budget/zesonrces  and  investigates  the  possibilities  of  si^prplemeating  client^  s  Income/ 
xesources  through  part  time  vo^^/sdholarships^  following  agency  StOtPt^  in  order  to  detexmine 
^ther  or  not  training  can  be  funded  by  client/agen<^  resoimses* 

PERFORMANCE  STANDARDS 

HBSCRIPFIVEt 

'  *    Agency  and  client  resources  axe  accurately 
recorded  and  assessed* 

Costs  of  training^  client  needs  during  the  train* 
ing  period  are  acciirately  budgeted* 

*  AaQxxionax  possiDULixxes  ox  cx^enx  mcome^ 
scholasnship  possibilities  are  thoron^ily  investi- 
gated* 

NUHESICJJi; 

.    In  X  time»  fewer  tbap  X  number  of  errors  in 
computing  budget^  recording  income  and  cost 
figures* 

*  In  X  tlme^  fewer  tiiaa  X  number  of  Inatances  when 
avaTlable  agency  resources  axe  not  accurately 
determined* 

< 

TRAINING  CONTENT 

PmSlC!nONALt 

.    Bow  to  Canute  budgets. 

*  How  to  determine  eligibility  from  manual 
specify  cations »  ageni^  policy. 

.    How  supplementary  income^  scholarships  can 

pe  BeoucvCL  oy  cjLienxs* 
.    How  to  eata^t^sh  client  motivation* 

* 

SEBCIFIC: 

*  Client  backgrounds  income^  resources* 
.    Ageni^  resoiiroe  potential* 

*  Scholarship,  information,  resource  persons. 

*  Costs  of  training* 

*  Agency  budgeting  policy* 

PERFOWWtlCF,  STANDiVRDiJ                                ^                               TRAINING  CONTEST 

ERIC 


Data   1  P<:ohU'    {  Thin^'.iT 


8S 


r.  -  oiaEKTATiO:,- 


TASK  NO- 


I 


(  lA 


V.D.  10 


COAL : 


OBJECTIVE; 


TASK;   limrestl^tes  the  potential  of  the  agenoy  to  provide  xeinedial  trainliig  ox  otherwise  a&sist  the  client 
in  overcoming  educational  l^axrlers  to  entrance  into  a  traininf  prceram,  drawing  upon  the  knowledge 
and  e2;pexienoe  of  st^ervisor  and  prograia  speoialistst  as  necessazy,  In  order  to  utilize  availa^ble 
a^noy  resources  in  removing  barriers  to  client's  employability. 


d 

O 


c 


> 

*^ 

o 


PERFORMANCE  SmT)AUDS 

TRAINING  CONTENT 

ISSCHIFCIVEt 

TDNGTIQNAIi; 

*   Voxker  exhausta  agency  potential  to  provide 

assistance  in  the  removal  of  barriers  to  'entrance 
into  a  training  program* 

.    Stq>ervi8or/program  specialists  axe  xtsed  as 
resource  persona  In  determining  If  agency 

.    Hbv  to  investigate  agency  resoU3?ces. 
.    How  to  define  the  problem* 

.    How  to  use  the  exs^rience/knovledge  of  others. 

resources  exists 
.    Barriers  to  iSoB  training  program  are  accurately 
defined* 

NPHERICAL; 

*    In  X  timet  fever  than  X  instances  idiere  agency 
resources  are  available  but  not  Identified  by 
voxker* 

,  *    in  X  timet  fever  -Ulan  X  coa^laints  from  siq^r^ 
visor  tiiat  barrier  to  entrance  to  training 
program  was  incorrectly  defined* 


SPECIFIC; 

*  S>peclflc  problem  of  client. 

*  Options  available  to  client* 

*  Requirements  of  the  training  program* 

*  Agency  objective,  policy  regarding  eig^lpyiiient 
services. 


i 

< 


PKRFORMiXKC?:  STANDARDS 


TRAIMING  CONTENT 


ERIC 


Dntn   '  People [  TUinRs 


W.  F.  -  I-EVEf. 


3B    !  lA 


Dn 


nta  Pre 


F.  -  CRIi:^^TAn{)^^;■ 


596     !  596 


TNSTR. 


T 


TASK  KO. 


W.D.  11 


GC/\L: 


OBJIiCTIVE; 


TASK:  Writes/enters  data  on  Certification  Hecoxd>  ^pecifyinff  services  with  which  the  agency  will  assist 
the  client*  and  that  such  services  have  teen  provided  or  arranged*  in  order  to  certify  tJiat  client 
will  receive  services  as  part  of  the  Work  Incentive  Program  (VIN). 


CO 

oo 
o 


o 


60 


o 
o 


HEiSCBIPTIVB: 

1 

.  Voidcer  is  careful  to  authorise  eervices  for  vidch  j 
the  agency  hae  the  capability  to  provide. 

•  Vo3^r  refera  to  service  plan  developed  for  the  ! 
client.  I 

.   ¥orlc  completed  within  reasonal)le  tijne.  [ 

NPMEBICiL:  i 

  [ 

.  All  services  certified  are  arranged  or  already  *, 
provided. 

.    In  X  time*  fewer  than  X  number  of  cojoplaints  fxoat " 

Bngployment  Office  personnel  that  services  ( 

certified  were  not  provided.  I 


TRAINING  CONTENT 


FPNCTIOMAL: 

.    How  to  read/write/fill  out  forms. 

.    Sow  to  verify  itat  service  has  been  planned/ 
provided. 


SEBCIPIC: 

.    Services  the  agency  can  provide.  ^ 
.    Besponsibilitiee  of  the  agi^icy  In  WIN  Program. 
.    Uses  of  the  certification  record. 
.    Where  records  on  client  axe  kept»  how  to 
retrieve. 


> 

g 

H 


O 


> 


<1> 


_PERFpm\NCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


- 


Dnta   1  t'cople    |  Things 


W.   F.  -  IZVl'.L 


IV.  F.  -  OiUriNTATIOK 


G.  K.  D. 


TAS:<  NO. 


I 


GOAJ.; 


OBJECTIVE : 


TASK:   SvaXaatea  initial  reaction  of  client  to^traininf  environment*  assesses  feasibility  of  baby-sitting 
and  transportation  plans*  supports/counsels  client  in  crisis  situations*  based  on  consultation  vith 
client^s  sij^rvisor  and  personal  observation  of  the  client  at  the  o^h  site*  in  order  to  determine 
VIN  client*8  progreaa  toward  achievement  of  established  goals* 


CO 


IT 


o 


d 

u 
o 


f1 
o 
o 


u 

I 

L 


lESCBIPEIVE; 

*  Vo3^r  evaluates  progreaa  client  is  making  toward 
goals  objectively  and  professionally* 

*  Carefully  examines  plans  designed  to  combat 
specific  baxxiexs  (baby-sitting*  transportation) 
for  signs  of  problems  that  may  divert  client  f^m 
his  main  goala* 

Observes  client  objectively*  taUca  to  si^^rvlsor 
at  job  site*  searching  for  olient  problems  in 
ado^tsting  to  the  voxk  environment. 

ITOMEiBICALa 

.    In  X  tijne,  fever  than  X  number  of  clients  suddenly 
deVBlop  severe  job  problems  vithout  voxlc^r  being 
aware  of  -this  situation^ 

*  Separate  review  of  case  by  worker^s  supervisor 
reveals  client  is  succesafolly  woidcing  toward 
his  goals  in  at  least      of  worker^s  caseload. 


i 


TKAININ'C  CONTEST 


FOHCTIONALi 

.    Ebw  to  evaluate  client  progress  toward  his 
goals. 

.    How  to  systematically  remove  barriers  to 

client  progress. 
.    How  to  si^ort/counsel  client  d\iring  crisis 

situations. 
.    General  knowledge  of  the  evidences  of  a 

sound  emplcyeeremplcyer  relationship. 
.    Knowledge  of  behavioral  science. 

SEECIFlCi 

.    Alternative  possibilities  for  baby-sitting* 

transportation  plana. 
.    Client  background*  strengths*  goals*  objectlvef 

of  WIN  program* 
.    Alternative  local  training*  employmeat  pos* 

slbilities. 


> 

53 


a: 

<: 
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PERFORMANCE  STANDARDS 


TRAINTKG  CONTENT 


ERIC 


Data   i  P-/Oi>  1  t 


lA 


Data     ll*coi>lc    I  Thinf^ti 


1^.  r.  -  OftXEHTAl*XO!: 


G.  D. 


TASK  NO. 


W.D.  13 


GOAL; 


OBJECTIVE: 


TASK:    Infoma  aiiplioant/olient  of  mandatoxy  refezxal  to  VIN  program^  escpXains  in  a  general  May  the 

provisions  of  ibe'VIK  prograia  Inolxidtng  allovanoeB>  incentive  opportunities ^  requir0nents>  tailoring 
the  discussion  to  Ihe  individual  response  of  Hie  applicant /client  >  exercising  jxidgement  baaed  on 
experience  and  knowledge  of  agem^/^deral  guidelines  for  WIN  program  referral^  in  order  to  assure 
iliat  a  particular  applicant/client  is  aware  of  the  necessity  for  participation  and  xmderstanda  the 


CO 
00 


O 


O 


> 

tit 
o 


?ERF'OR>iAyCE  STANDARDS 


XBSCBiraiVBl 

.    Iforka  with  reaaonia>le  speed. 
*    Voxfcer  is  patient/tactful. 
.    Voxlcer  is  articulate^  speaks  objectively/ 
persuasively. 

.    Infonnation  is  clear^  concise  and  consistent  wiih 
agency  and  Federal  guldellnea. 

.    Less  Hban  3^  complaints  regarding  inadequate/ 
insufficient  information/explanatlcni. 
Less  than  3^  cciiiplaints  regarding  worker^s 
attitade/Banner. 

.    All  applicantij&llents  receive  e:a^l4nation  prior 
to  mandatoxy  referral  to  VJS  program* 


TRAXNXHG  COHTEaT 


FCMCnOKALt 

.    Ability  to  coiDonmicate  iziformation. 

.   Sow  to  interpret  agency  and  Federal  guidelines 


cn 

n 

< 


SPECIFIC: 

.    Ctiowledge  of  agem^  and  Federal  guidelines  for 
VIN  program  referral. 


PERFOiaiAKCE  STANDAllOS 


TRAu^lNG  COUmT 


ERLC 


«4J 

c 

*— t 

o 

M 
n> 
O 

O 

1  ^ 
J 

iJAtA   j  P**opltt    I  Things 

Data    (  People    1  i'hings 

\    Rcnfi,    I  Math.     {  tanj;. 

-  LEVEL 

W.  F.  -  ORIENTATIOK 

INSTR. 

G.  E.  n. 

TASK  WO. 

3B     1       2        1  lA 

5      1      5     1  U 

W.p.  14 

COAL: 

OBJECTIVE: 

i 

W 
#— » 

p 

TASK:    Attex^  ^HIK  oxlentation  seaeion  for  VIS  enrollees  to  prorlde  inpaii  to  the  groij^  as  an  aeency 

xepreaentatlve^  explains  IM  prosranLt  (i*e*»  budgetli^  proceduxes^  limitationa^  etc*)»  xeapondlrv  to 
enxollee  qjmmtiopBf  followiiis  agenqr  StO*P*  and  e^Iylnff  knowledge  of  the  VIK  and  Income  Haintenance 
.  Srogxansy  in  oxder  to  infoxn  enrolleea  of  effect  of  enplc^nnent  on  niontfaly  grant* 

PERFOR^f^NCE  STAUDARDS 

IXBSCEIPMVE: 

t    IhfoxttAtion  is  clear*  concise*  and  ccmsistant  vit) 
agency  policar* 

*  Discussion  is  relevant  to  the  topic  under 
consideratiw* 

*  Manner  is  pleasant*  tactful. 

*  Attitude  is  positive*  helpful* 

HDMBtlCiLt 

*  Less  than  X  maitber  of  cooplaints  '(hat  vorkwr's 
explanation  is  irrelevant*  unclear* 

*  Less  than  X  ntnber  of  po^plaints  regaxding 
w)iker*s  luumer/attitude. 

■ 

■ 

1  1 

TRAINING  CONTENT 

• 

i'  '\    Ability  to  speak  in  public* 

*  Ability  to  communicate  Infoiaiiation. 

*  Sow  to  futiotion  In  small  group  settings* 

.    How  to  interpret*  relate*  respond  to  ^iwstions 
in  an  open  gEoup  eituaticHU 

SPBOIFlCt 

■ 

.    Knowledge  of  ag^tioy  IM  programs* 

*  Knowledge  of  VIN  program* 

J 

I... 

1                             PERFOIiHANCR  STANDARDS                                                              TRAINING  COKTENT 

T)Ata_  i  l'i/ui>lfv    \  Tilings 


W.  1'.  -  LEViJt 


W.  F.  -  OKIENTATIOt: 


5^  [ 


I^•STR, 


G •    I « .  Da 


ta*;k  no. 


35^  1    6a)i  i 


W*D.  15 


TASK:    Claxifies/didcuseas  lAih/BnsweTB  questione  of  client  vfao  has  requested  tralniike^  vhich  the  agenoy 

can  not  nepxove,  stating  the  basis  of  the  denial  of  services  and  helping  ihB  client  identify  poten- 
tial amas  of  training  hased  on  client  interest  and  abilities^  following  agen^  poli<^»  in  order  to 
oalca  the  client  avaxe  of  opportunities  availahle  to  him  (both  in  the  agency  and  outside)* 


M 
O 


'J 


FERFORMANO:  STAHDARDS 


lESCBTp'jiVE: 


i 


Explanations  of  the  basis  of  rejection  are  fvarOL^  \ 
fortfarig^t^  and  clear* 

Options  available  to  client  are  clearly  stated^  ! 
worker  listens  to  client's  feelings/preferences/  / 
fears*  i 
Beferral  potential  is  ^iplored«  i 
¥ozk»r  is  courteousi  non-thzeateniiag. 


TRAIXIKG  CONTENT 


raNCTTONlL; 

*  Bow  to  blarify/discuss  client^s  question  in  a 
stressful  situation* 

•  How  to  function  in  one^-one  situation. 


O 


*  In  X  tiaie^  fewer  than  X  mmber  of  coo^lalnts 
fjcom  clients  about  voxker^s  attitude* 

*  Over  time*  at  least  ^  of  the  clients  counseled 
about  denied  training  programs  axe  able  to  select 
alternative  training  or  goals* 


SEECIFIC; 

*  Badcgcound  of  client;  training  program 
req>]asted* 

*  ppticms  available  to  client* 

«   Igwcy  policy  on  counseling  clients  whose 
req^uests  have  been  denied* 


PERFORMANCE  PTAXDARHS 


TRAINING  CONTENT 


D.it:a  j  Piypli!     j  Things-   T    D.nta     |  I'co^lt*     ['  niinga 


W.  F,  -  LEVEL 


k  \  3A.  r 


H.  F.  -  ORIEKTATtOK 


li. 


COAL: 


1~  Hells.    I   >laL!i.     I  Lanfl. 


IKSTS. 


G.  E.  D. 


I 


TASK  MO. 


tf*D.  16 


OBJECTIVE: 


^XSKr    nisciiBses  with/olarlfies  advanta^s/dlsadvanta^s  of  relocation  to  clients  lAxo  are  congldexiikff  a 
trainlnf  progru  f  or^  idilbb  lov  eiQiloanaent  prospeotd  in  the  inuiedlate  axea  axe  f oxecaatt  helping 
client  consider  crudi  probl^iks  as  iiie  diffioultgr  of  intexvieiiin^f  at  a  distant  looatlon*  tlia  expense 
of  maviDgt  family  attitudest  etc**  using  own  knovled^  of  se&acy  policy  and  xesourcest  In  order  to 
tncxeaae  client's  awareness  of  the  meaning  of  relocation  and  establish  client's  attitude  toward 

 relocation*  


CO 
00 


o 


C 

tD 
O 


PERFORMANCE  STANDARDS 


IE3CRIPnVJjg 


ins true* 


3>isoussion  viiii  olimt  is  to  i2ia  point* 
tive*  Clearly  stated* 

Voiiker  is  alert,  for  feedbaolc  (indications  of 
unoertain^t  doiibtSt  fears)*  \ 
Vozker  relates  particularly  to  problem  areas  { 
idiicb  previous  contact  indicate  would  most  likely  | 
affect  client*         .  t 


Voricer  is  not  unduly  negativet 
1)8  realistic* 


iDut  asks  client  to 


TRATNIHG  CONTENT 


|Hov  to  relate  In  a  one*to-one  interview* 
How  relocation  can  put  stress  on  the  family 
situation* 

How  to  direct  client's  attenticm  to  specific 

problemst  ideas* ,  or  consideration* 

How  to  assess  cli^t  attitudes  in  an  interview 

situation* 

Ehovledee  of  behavioral  science* 


> 

i 

H 


3t 


O 
O 


MtMSRICAIr 

*  In  X  time,  fev»  -Oian  2  ^oumber  of  cliwte  wbo  are 
counseled  about  relooationt  axe  unable  to  relo* 
cate  wben  training  is  over  because  of  personal 
probXeois* 

*  In  X  time*  fewer  than  X  numhcor  of  oomplaints  ftoot 
client  -Qiat  woidcer  va0*iinduly  negative* 


SIECIPICt 

.    Vherst  how  far  away  enQpicryment  presets  axe 
likely  to  exist  for  apecific  client* 

*  Backg^xnsid  of  olient* 

*  leencyt  resousrcest  policy*' 

*  Length  of  trainii^  program  (tiine  of  year 
client  will  be  seekizig  eqplognnent)* 


O 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


Data   1  People    i  Thinss 

Data     1  People    \  Things 

Reas*    1  Math*     |  Lang* 

F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR* 

G*  E.  D^ 

TASK  MO, 

4      1      4A       1  2B 

40      1      45        1  15 

4 

.4        I      1         I  3 

GOAL; 

objective; 

TASK;  Advises  students  on  job-seeking  skills,  discussing  job  application  processes,  explaining  procedures 
for  withholding  Social  Security  and  income  tax,  clari^ing  job  applications,  as  well  as  discussing 
the  techniques  and  attitudes  necessary  to  obtain  and  hold  a  Job,  using  dunony  forms,  lectures  and 
educational  equipment  (overhead  projector,  etc*)  to  sharpen  the  students'  understanding  of  work  and 
work  related  experiences  they  are  likely  to  encounter* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective    [    Goal      |       Orgatiizational  Unit* 

DESCRIPTIVE; 

*  Worker^s  advice  and  explanationare  correct,  appli- 
cable, clear  and  understood  by  students* 

*  Worker  operates  educational  equipment  skillfully* 

NUMERICAL: 

*  Over  X  period  of  time,  no  more  than  X  complaints 
subjects  worker  jllscussed* 

*  Over  X  period  of  time,  no  more  than  X  complaints 

are  received  as  to  worker's  advice,  explanation 
and/or  operation  of  equipment* 

FUNCTIONAL: 

^  How  to  give  advice,  share  information,  so  that  it 

is  understood  by  students 
,  How  to  operate  educational  machinery 
^  A  general  knowledge  of  counseling  techniques 
^  Knowledge  of  work  and  work  related  Gcperlences 

the  students  are  likely  to  encounter 

SPECIFIC: 

*  Knowledge  of.  students,  their  abilities  and 
expectations 

*  Knowledge  of  materials  available 

*  Knowledge  of  how  to  operate  office  equipment 

1 

Cn 

E 

z 

•»! 

0 

- 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1 

ERIC 


W.  r.  -  LEVEL 


^     1    34  I 


W.  F.  -  ORIEin'AtlOa 


"5098    i     i^"]  W 


G.  K.  D. 


I 


TASK  NO. 


I 


W*E*  14 


coalt 


osjECxivc: 


TASK:  Advises/raoottnff&B  cllrat  aa  be  coisipletes  application  pxooaduxes  required  for  en-teance  Into  a 
trBlning  program^  clarit^iiiff  information  neadad  on  fomiB  anA  stressinff  the  availal>ility  of  tha 
agency  ivxing  crisis  situations^  in  order  to  assist  tltte  client  vith  the  application  process* 


CO 
00 


r 
o 


c 
m 

c 


PERFORMANCE  STANDARDS 


.   Voricer  is  imaasunlne^  assists  only  as  dirat 
reqiiasts  assistance* 

*  Voxkar  is  alert  to  confusion  or  diacouragei&wt 
in  cliontt  reinforced  client  and  ^icoura^as  him* 

*  Accurately  explains  entries  on  fomts* 


NUMBBtlClL: 

*  Xn  X  time»  fever  than  X  nnaber  of  fOTQd  coopleted 
in  the  presence  of  worker  contain  errors. 

*  In  X  tlne^  fever  ilian  X  number  of  conplaints  f^Tom 
'    clirata  ihat  voilter  yas  overhearing^  argummt^ 

tiTe»  or  rude* 


TKAIliINGCOHTOT 


PDHCnOMAL: 

*  How  to  read  and  interpret  foms. 

*  Bow  applicati<m  procedures  to  institution  voi^c 
in  general  practice* 

*  How  to  recognise/react  to  confusion  or 
discouragement  in  client* 

.    Bow  to  advise  ipobtrusively* 
SFBCinC: 

*  iliFplication  pxccedurea  for  local  training 

centers. 

*  Agency  service  capability. 


5 


CI 


a 


> 


o 


PERFOR>'ANCE  STaNDARD.S 


ERIC 


-  LEVEL 
2        \  IT 


li.i:.^     I  I'copie    I  q'lunf;;;    [  |    Hons.    T  ::at:h7~  [  1,.->nf;. 


I',  -  ORIEKTAYl ON 


GOAI, 


G.  E.  D. 
3     I  X 


 TASK  HO. 

i    3      1  y.f7~5~ 


TASK:  Begcrlbea/olarlfiaa  tra>tnirg  profipram  proik>a«d  Isqt  client  during  contact  vlth  Bng^lconaent  Service 
vorioeTt  xefexKlQff  to  voiicsbeet  of  clieat  intoxvisv,  in  order  to  verify  tfa6  demand  for  apeeific 
skills  locally  or  in  aome  otiiar  area* 


CO 
oo 
00 


4» 
> 


4J 


PERFORMAMCE  STAMDARDS 


JBSCEIPUVE: 

*  lesorlbea  elisnt^a  program  accurately  and 
lirlefly* 

*  Uaaa  good  judjcenent  in  relating  particular  akilla 
to  trainiiig  program/employmant  aituations* 

HOMaiGAL: 

*  In  X  time^  fewer  than  ]^  of  cllanta  con^lste  a 
training  plan*  and  are  unable  to  aecure  jobs 
^Nben  yKf^kBx  has  verified  tfaeir  availal)ill1y  at 
tile  atart  of  the  program* 

*  In  2^  tline^  fewer  than  3^  numlier  of  co^plalnte^ 
txom  Biq^loynient  Service  voricei^  iliat  voAbx^b 
description  of  jobe/skille/training  program  la 
inoonple  te^Dlsleading/e  to* 


TRAI^^^MG  cohtent 


t 


JrtlNGTIQKALt 


Bow  to  relate  BkllXB/jdba/ training  programs* 

*  How  to  secure  information  in  one-to-one  contact 
Ijgr  phone/in  peraon/lqr  letter/l?gr  inenio* 

*  Hbif  to  state  request  clsarly  and  jefpecifically* 

*  Who  to  contact  in  eoplognnent  aarvlce* 

*  What  criterion  exist  for  acceptable  demand 
levels  for  specific  skills* 

*  Igency  polity  for  tranefsr  of  skills  to  related 
eiptplaynient  eltualdcn* 


> 


CO 


< 

•3 


TRAi:»tKC  CONTENT 


Data  X^^"'J|'^*^    I  TUitiiV'' 


F.  -  T.i;ynL 


Ik 


Data  "T     ^'t'tta  [_ _ 

RtFNlATlOK 


W.  t.  - 


9096  i  


I   ilcasr  f  Math.     [  i.nnii. 
tNsTR.     {  C.  K.  D. 


T 


TASK  NO. 


W.F.  6 


COM.: 


OBJECTIVE: 


TASK:    Composes  nsv/modlfles  exlatixiff  departmentaX  rules  oonoexnliiff  Frojeot  Voi^  IncentiTe  Prognm.  (VBT), 
in  aeoordanoe  vl-Qi  state  lair  and  the  ageni^  manual  of  procedures,  followin^r  agency  S.O.P., 
ooDcexninff  modification  of  rules,  In  order  to  clarify  existing  state  lavs  concerning  nn>ject  VIH. 


PERFOSiWCE  STAN0ARI3S 


o 

N 
P 

o 


o 


o 


to- the-polnt t  «nd  easy  to 


*  Rules  ore  vorfcabl«f 

understand. 

•  Bales  axe  consistent  vith  state  law  and  the 

department  manual  of  prooeduses. 
.    Rules  are  modified  in  a  rea0<mal>le  amount  of 
time. 

MtMBHICAL: 

.   At  leaat  ^  of  the  modified  rules  are  accepted  by 

Hie  '3>^axtm«it. 
.    Over  I  period  of  time,  no  more  than  I  number  of 

rules~are  found  to  be  inoonslstrat  with  either 

state  lair  or  the  Bepartmant  manual  of  proceduxea. 
.   At  least  X  number  of  rules  axe  modified  in  no 

more  than  X  hours. 


t 


TRAINING  CONTEKT 


POHCnOHAL: 

.    How  to  vrlte  logloally,  simply  and  precisely. 
.   Bm  to  imdexstand,  siinpllfy  and  apply  state 
law  and  departmental  procedures. 


SPBCIFICi 

.    &>owledge  of  state  lav  and  departeental 
procedaresy  as  ttasy  apply  to  nn>ject  WIN. 

.    Knowledge  of  the  departmental  S.O.P. 
coDceming  modlflcatlan  of  rules. 


I 


PERFOR>tAHCE  ST.XNDARiiS 


TRAINING  CONTENT 


Data  i  I't'otJlc    pT') i ny,: 


tf.  F.      LEVEL  j  F.      Otvl I^YATtOK  _ 


0.  D, 


t 


TASK  NO. 


W.P.  7 


COAL: 


OBJSCTIVi 


TAStC;   HodlfiAS  policy  and  procedures  fcm  Project  Voi^  liioentive  Frosram  (yJS)  In  employees*  manualf  usin^ 
eraluatlc^  of  federal  and  State  regulationsf  followincr  S.O.F*  In  order  to  i^date  manual* 


o 


I 

U 

o 


IBSGRLWlVJi!: 

*  Manual  ie  up*to-datet  saajr  to  understand  and 
precisely  vrittm* 

*  Itonual  is  vodlfled  In  a  reasonable  amount  of 
time. 

*  Manual  is  consistent  with  fisderal  and  State 
regulations 

*  Chrer  X  period  of  tiast  no  more  than  X  number  of 
coiqilainte  are  received  as  to  manual  *s  obsdes- 
oencsf  cootplicated  expressions  and/or  TB^ueness* 

*  Over  X  period  of  timet  no  more  Ifaaa  X  mnibex 
of  ino(»iflisteDciss  witii  Itederal  and/or  State 
law  axe  found  in  manual* 

*  HanuAl  ie  modified  in  noittore  llian  X  number  of 
yotking  bours* 


JOHCglOiEUL: 

.    flow  to  write  clearlyf  sinrply  and  precisely. 
.    flow  to  modify  nbat  has  already  been  vritten. 
♦    How  to  understand  and  apply  State  and  Federal 
regulations  to  eo^lcyees*  procedures. 


Xhowled^  of  State  and  Federal  regulations  as 
tb^  apply  to  procedures  of  VIS  Project* 
Knowledge  of  raployees*  needs  for  procedural 
clarification* 

Ibovledge  of  en^lpyees*  manual. 

Xnovledge  of  departmental  S*0*P*  for  manual 

revision* 


PERFORMANCE  STAMDAROS 


TRAINING  CONTENT 


CO 


J)at<i  1  People    1  TUinas    |    Mta      Pooplo    I  T!iing.s 

Roas.    1  Mith  -     1  Lang. 

W.  F.  *  LEVEL           j         W.  F.  -  OREEKTATXnN 

TiJSTn.      )                 C.  E,  D. 

TASK  NO. 

h     \       2|lA|      60Ji|3S»i  ^ 

k        \        k       \       1         [  h 

W.F.  8  ^ 

.  COAL; 

OBJECTIVE; 

TASK:  £sartlolpata0  (gLvBs  verbal  ze^portB/asseBsea  client  jKrofreaa  tovard  eoala/assesaea  xelation  to  Woric 
Inoantimt  Txogrm  (WIN)  guldelioea)  at  team  neetliigs,  perauaalvely  pxesentinf  client 'a  atrengtfas, 
nlgihea,  needa*  dzawine  upcm  knowled^  of  cUente  and  program  objectives,  in  order  to  determine 
idiether  or  not  to  terminate  client  participation  in  WIN  program^ 

PERFORMAnCE  STANDARDS 

TRAtNtNG  CONTENT 

> 

i 

a 

w 
*^ 

a 
o 

O 

*  termination  of  client* a  participati<m  in  VJS 
program  made  on  objective  aaaesament  of  tiie 
programme  finrttier  abiliigr  to  halp  client* 

*  Speaks  persuasively  to  tbe  group  about  the 
cllent*a  attitudea,  goal  orientation,  etc* 

*  Thideratanda  WIN  program  guidelinea  nell  enough  to 
assess  vhetbitr  or  not  iiie  needs  of  tiie  client  can 
betft  1>e  served  ^  the  VIH  ideogram* 

*  Hotr  to  give  clear,  deacriptive  reports  about 
a  client*  8  pxogMss* 

*  How  to  establish  the  needs  of  an*  individual 
^        against  est^bllsihed  program  guidelines* 

*  Hotr  to  ftDiction  in  small  gcoiqp  settings* 

*  Hbir  to  speak  objectively,  Imt  persuasively* 

ni 

M 

SI 

o 

. 

OTMBBICALi 

^  SPBDISlCs 

o 
> 

4J 

u 
<y 

o 

*    In  X  time,  team  decision  stvports  voricer  decision 
at  leaat  ^  of  tbe  time* 
^  *    In  2  time,  fever  tiian  X  number  of  co^plalnte  from 
team  mraibers  that  vox^r  does  not  give  clear. 
Incisive  reports  about  har  clients  at  the  team 
meetings* 

*  Under  vhat  conditions  a  program  can  be  termi- 
nated (negatively  or  positively)  for  a  client* 

*  How  Obe  decision  to  terminate  is  made* 

*  What  tgrp^s  of  information  ace  used  at  tlie  team 
meeting  to  make  termination  decisions* 

*  Lines  of  responsiblliiy,  alternatives  or 
aiqvplemental  programs  for  client* 

PERFORMANCE  STA:4nARDS 

TRAT1!XNG  CONTENT 

Data   1  People    )  Tilings    1     Data     |  People    |  Things 

Reas.    1  Math.     \  Lang. 

r.  *  LEVEL           1             F.  *  ORIEtnATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

A     1     AA       1      lA       L    50       1     45        I  5 

4 

4       _L   1         I  4 

W.F.  9 

GOAL; 

OBJECTIVE: 

TASK:  Reviews /assesses  (in  conjunction  with  a  client* s  team)  progress  toward  goals  through  participation  In 
WIN  (Work  Incentive  Program)  programs  drawing  upon  knowledge  of  client*?  case  history  and  partlclpa** 
tlon  In  the  WIN  program^  using  standards  and  guidelines  for  WIN  program^  In  order  to  determine  whether 
to  terminate  or  continue  client's  participation  in  WIN  program* 

PEKFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL: 

a 

a 
o 

*M 
U 

*9 

tl 
Cd 

iS 

o 
o 

.s 

8 

.  Termination  of  client's  participation  in  WIN  program 

made  on  objective  assessment  of  the  program*s  further' 

ability  to  help  client. 
.  Speaks  persuasively  to  the  group  about  the  cllent*s 

attitudes^  goal  orientation^  etc. 
.  Understands  WIN  program  guidelines  well  enough  to 

assess  whether  or  not  the  needs  of  the  client  can 

best  be  served  bv  the  WHf  oroeram. 

NUMERICAL; 

.  How  to  evaluate/report  on  client  related  social 
data 

.  How  to  evaluate  the  needs  of  an  individual 

against  established  program  guidelines 
.  How  to  function  in  small  group  settings 
.  How  to  speak  objectively^  but  persuasively 

SPECIFIC: 

.  Under  what  conditions  a  program  can  be  terminated 
(negatively  or  positively)  for  a  client 

.  How  the  decision  to  terminate  is  made 

.  What  typ€s  of  information  are  used  at  the  team 
meeting  to  make  termination. decisions 

.  Lines  of  responsibility^  alternatives  or  supple- 
mental programs  for  clients 

.  Knowledge  of  standards  and  guidelines  for  WIN 
program 

CO 
H 

1 

.  In  X  time^  team  decision  supports  worker  decision  at 
least  pi  of  time. 

.  In  X  time>  fewer  than  X  number  of  complaints  from 
team  members  that  worker  does  not  give  clear>  Incl^ 
sive  reports  about  clients  at  the  team  meeting. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1    objective        Goal     ]       Organizational  Unit"            *  1 

Data  1  people    )  Things 

Data    t  People    |  Things 

Reas.    1  Math.     |  Lang. 

F.  *  LEVEL 

F.  *  ORIENXATtON 

INSTR. 

G*  E,  D. 

TASK  NO. 

4    1      4A       \  lA 

45      1      50        1  5 

3 

4        1      1         I  3 

W»F»  10 

GOAL: 

OBJECTIVE* 

ADMINlSTkATIVE  liJFO. 

TASKi  Talks  to/consults  with  county  caseworkers  about  potential  WIN  <Work  Incentive  Program)  referral  clients 

discussing  client  case  records,  Insights  each  worker  has  developed,  evaluating  potential  alternative 

referrals,  etc*.  In  order  to  determine  the  best  program  available  to  client* 

PERFORMANCE  STANDARDS 

^SCRIPT!  VE: 

*  Discussion  with  county  caseworker  is  oriented  toward 
developing  Information  pertinent  to  placement  of 
Client  in  a  program^ 

*  Worker  reviews  existing  case  records,  asks  for 
clarification  of  any  unclear  portions* 

KUHERTCAL: 

«  In  X  time>  program  determined  for  client  at  meeting 

with .caseworker  proves  viable^ 
.  Worker  always  ohtains  aVailahle  files  from  case* 

worker. 

TRAINING  CONTENT 

FUNCTIONAL: 

,  How  to  evaluate  social  data 
.  How  to  determine  which  progra*             'its  a 
client's  qualifications 

SPECIFIC: 

.  Service  programs  available  to  client  , 
.  Personality  of  conrorkers 

,  Alternative  .referral  sources  for  client  ' 

PERFORMMICE  STANDARDS                                                                 TRAINING  CONTENT 

ERIC 


Data  1  People    1  ThinKi 

Data    t  People    \  Things 

Reas*    1  Math*     |  tang* 

W.  F.  -  LEVEL 

W*  F.  *  ORIENXATION 

XNSTR* 

G*  E,  D* 

TASK  NO. 

4     i      lA        t  lA 

90      t     5  Is 

5 

4       1      1  Is 

W*F*  11 

GOAL: 

OBJECTIVE: 

TASK:  Determines  format  for/writes  or  approves  articles  to  be  Included  in  a  pamphlet  containing  specific 

infomuition  about  the  local  Work  Incentive  (WIN)  program  stating  the  offerings  of  social  service  ai)id 
employment  services  agencies,  in  relation  to  the  goals  of  each  agency  locally.  In  order  to  increase 
understanding  of  clients  (potential  and  actual) /community  persons/caseworkers  about  the  local  WIN 
program* 

PEKFQKHANCE  SIANDAKDS 

TRAINING  CONTENt 

al     1    .  Organizational  Unit 

BiSCRIPTIVE: 

*  Information  included  in  pamphlet  is. oriented  to  the 
objectives  of  each  agency* 

^  Worker  is  careful  to  explain  each  program  clearly 
and  logically* 

*  Uses  good  literary  style,  using  language  levels  - 
appropriate  to  audience,  in  explaining  all  programs 

NUMERICAL: 

^  In  X  tlTO,  fewer  than  X  complaints  from  workers  in 

both  agencies  that  worker  did  not  explain  their 

programs/objectives  clearly* 
^  In  X  time,  no  complaints  from  supervisor  that 

pamphlet  did  not  express  the  orientation  of  the 

agency* 

functional: 

^  How  to  write  clearly  and  logically  about  programs 

for  general  distribution 
^  How  to  organize  and  print  a  pamphlet 

SPECIFIC: 

^  Local  program  orientation 

*  Local  program  objectives,  procedures 

^  Resources  available  for  use  in  developing  and 

distributing  a  pamphlet 
^  Relation  of  WIN  program  and  Employment  Securities 

M 

CO 
H 

* 

Objective    |  Go 

PERFOKMANCE  STANDARDS 

TRAINING  OONXENT 

ERIC 


Data  (  People    {  Things 

Data    1  People    f  Things 

Reas.    1  Hath*     1  Lang. 

H.  r.  -  LEVEL 

H»  F»  -  ORIENTATION 

IHSTR. 

G,  E.  D. 

TASK  HO. 

4      1     4A         1  lA 

35       1     60  Is 

4 

4         1     1          I  4 

U.F.  12 

GOAL: 

objective: 

TASK;  Discusses/explains  the  Work  Incentive  (WIN)  Program  and  action  plans  (l.e.>  office  procedures^  lines 
of  responsibility^  clerical  work>  filing  procedure?'^  acess  to  files>  etc.)  with  Individual  County 
Directors  and  members  of  eligibility  staffs  being  alert  for  feedback  and  sensitive  to  local  proce* 
dures  and  facilities^  in  order  to  encourage  cooperation  between  UIN  personnel  and  eligibility  staff. 


to 
u 
O 


PERFORMAMCE  STANDARDS 

DESCRIPTIVE  r 

.  Worker  is  courteous^  explanations  are  clear  and 

concise  when  talking  to  county  directors* 
^  Worker  Is  thorough  in  explaining  the  types  of 

aamlnistrative  support  needed  from  the  countles> 

access  to  file$>  etc* 
.  Worker  is  flexible  in  permitting  county  office 

latitude  in  process  of  providing  support^  but  fli 

in  requiring,  that  support  occur. 

NUMERICAL: 


O 


In  X  tlme^  after  discussion  with  county  directors > 
fewer,  that  X  number  of  recurring  support  problems 
where  county  staff  is  uncooperative. 
In  X  timtt  fewer  than  X  nuober  of  convlaints  from 
County  Directors  that  worker  is  unreasonable^  dis** 
courteous . 


o 

CI 

5 


TRAINING  CONTENT 

FVNCnONALr 

^  How  to  analyze/explain  complex  data 
How  to  recognize  alternative  methods  of  support 
which  will  work  as  well 

^  How  to  be  clear>  accurate  in  explanations^  dis* 
cussions  with  individuals 

.  How  to  speak  persuasively/ logically 

SPECIFIC: 

.  Particular  support  needs  of  UIN 

.  Relationship,  needed/desired  between  WIN  staff 

and  county  staff 
.  Background*  attitudes^  special  problms  of 

county  directors* 


to 

H 
< 


PERFORHdHCE  SliAKDARPS 


TRAINING  CONTENT 


0)  58 


B*  Hafaxxal 

St    H<»i«  Itaueeiioiit 

G*  Houalnc 


ERIC 


393 


^    Rcas .    1  Hath .     f    Lan;; .     '  1 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR.     I                G.        D.                     1  TA3K  XO. 

3»  t      U     i  U 

90%       ^     1  556 

.31311              3       \n  v-  L            \  \ 

GOAL: 

OBJECTIVE; 

TASK;   (k^leB/urites  mraber  and  kind  of  sillies  needed  "by  laundiy  and  maintenance  orew  onto  aapply  oxdeTs» 
vaiBg  sugrply  requisitions  and  State  and  institutional  fozms»  followinff  agency  S.O.P.»  State  and 
ins ti tutio£t«l  zeffuletlonSf  in  order  to  record  and  verify  sup-ply  orders. 

* 

FERFORMAliCE  SIAKDABDS 

TRAINING  COOTENT 

> 

XBSGRlfTJVBt 

1^ 

o 

K 

*  IhfaxutiOT  Iff  vzlttaii  leglbl^f  tranecrlbed 
aoouzmtal7»  and  od^^tely* 

*  Infomatloii  is  tranacribed  in  a  zeaaonabla  amount 
of  tlna* 

*  Bow  to  copgr  accurately^  leglhly  and  completely* 

*  Hov  to  zead  State  and  institutional  orders  and 
forma*  / 

.    How  to  upderstand  State  and  ina  titut ional  ra^i^* 
lations* 

w 
< 

O 
• 

ganl 

VDHBBICALt 

SBBCIFICt 

u 
O 

*— t 

r: 
C 

J 
1  o 

o 

*  Orar  ^  pariod  of  tisa»  fanar  Uian      of  ordara  and 
verifloaticaia  ava  inocoDpleta  and/or  Inaccurate* 

*  Infoaation  la  txanacrlbad  onto  each  font  in  no 
noza  than  2  Jaixnitea* 

,    Xxundad^a  of  siqiply  orders* 

*  XhoiAad0a  of  aiqirpliee* 

*  Xhovladce  of  3*0*P* 

*  Inovladga  of  State  and  institutional  regul&tloci 
aa  they  apply  to  etJpply  orders* 

FEKFORMAHCE  STANDARDS 

TRAINING  CONTENT 

;  j  rcople    )  Things    j     Data     I  Pcopla  r^i^gs 


W.  F.  -  LEVEL 


3B  I     11     I  11 


W.  F.  -  ORIENTATIOS 


I    Reas .    (   Math .     }    Ljma »  j 


:N3TR.  1 


G.  E.  D. 


I 


I 


TASK  SO. 


90% 


I  P.P.  5 


GOAL: 


OBJECTIVE: 


TASK:    Estimates  total  nuniber  of  linens  (sheetst  tovelst  vash  cloths)  on  handt  compares  estimated  numbers 
vllh  Instltatlcaial  lists  of  linen  that  must  "be  )c»pt  on  handt  followin^r  institutional  ^uidelineat 
in  order  to  determine/record  -the  number  of  each  to  order. 


(J 


00) 


PERFORMANCE  STAMDARDS 


HOMBrTCAti 


So  worm  i2iaa  X  nnber  of  erxox*  per  X  eetinate. 
CMpletes  2  ftBtlMtM  p«r  2  Period  of  time, 
la  2  tlMBf  no  won  ttan  X  oo^plalnte  axe  reoelved 
coaonntoe  matbar  of  linens  osdered. 


TRAINING  CQMTEHT 


*  IxltfanMtlo  skills* 

•  Bow  to  read. 

.  S.O«F«  for  reoordine  Unen  to  be  ordered. 

.  Where  llnm  stqpplx  Is  looated. 

.  Xhovledge  of  Institutional  lists  of  required 


PERFORMAMCE  STANDARDS 


TRAINING  CONTENT 


erJc 


Data    1  People     |  Thinss 

Data    1  People    {  Things 

1!    Reas.    t  Hath.     [   Lang.  | 

W.        -  LEVEL 

W.  F.  -  OrllENTATION 

INSTR.     1                 G.        D.                         TAS:<  NO. 

3B   }     U     '  U 

8S»fi           596    !  l<9i 

2      i         2      1         it         2       1  D.F*  6 

GOAL: 

OBJECTIVE: 

TASK:  Halnialns  a  xeoord  of  Items  anrailable  for  loan  (cratches,  walkers,  etc.),  listing  iteme  and  dates 
and  intervale  of  tldie  of  loana^  In  order  to  liat  for  voidcer'a  infoxckatlon  items          are  curcwtly 
availa)>le  for  loan. 

PEKFORHANCE  SlVUfDARDS 

TRAINING  CONTENT 

TONCnOlULi 

> 

g 

ional  Unit 

.    List  J.8  accurate  and  coivletet 
*    Llet  Is  ooopleted  vltbtn  reasonable  len^rtti  of 
time* 

*    Bbv  to.  record  infomiatlon. 

CO 

H 

< 

cs 

N 

HUNKBICALl 

O 

C 
O 

cs 

0 

1 

jj 

O 
O 

*  Met  is  tfpdated  at  least  ereiy  X  wxdcLoe  daars  or 
as  requested*  ^ 

*  9o  more  than  X  oooplainta  cmr  X  -Ujds  iliat  list 
is  tnaocurate  or  inoooQ^lete* 

*    Ihowled^e  of  local  office  prooedures  as  related 
to  taslc* 

.   Krawledfle  of  ^diat  Infonation  ahould  be  listed* 

— 

i  ^ 

PERFORMAlKCE  STAK13ARDS 

TRATNIKG  CONTENT 

ERIC 


: 

Darn   1  People    ]  Things    J_  Data    (  People    j  ThLngs 

(    Heas.    (  Math.     \  Lansi, 

i" 

IC.  F.  -  LEVEL           j        W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASU  NO.  1 

2      1     lA     1      lA     1     90%    1     596     t  5% 

2 

2              2      i  3 

D.F.  7 

GOAL; 

OBJECTIVE: 

TASK:  Vritee/conipletee  specified  foim  (report/requisition)  for  obtaining  gas/oil/antifceeae  for  vehicle^ 
follawin^  agency  3tO*P*t  i^  order  to  requeet  an  adequate  ajxpply  of  gaa/oil/antirreeze  for  vehiele* 

PERPORMAHCE  STANDARDS 

TRAIi{ING  CONTENT 

IBSGRIFFIVEt 

> 

i£ 

1-1 

:=> 
Id 

§ 

*  Vicitee  legibly* 

*  locurate  infomation  in  oxderlne  for  proper 
Tebicle* 

*  See  G*£*D* 

*  Bow  to  follow  direetiona  in  filling  out  a  fomu 

W 

> 
cn 

1-1 

19 

HQHmiCALt 

SEBCIFICt 

Objective    (    Goal     1  Org«ni2 

T^Afl  44t*w  T  ^4fiitttii  nav*  ^mr  /fHA*i4^  /mAW                a4  ^4 

*  i^BB  XiClBIl  A  uuBB  per  QBjfWDJluu/yBaJ^f  ZQqjQXSlXXOnB 

«t«  not  legible* 

*  less  Uien^  of  timet  toxBi  coatoine  incanect 
infoauticm* 

*  Xhovled^e  of  aeenor  forms  (StOtP*)* 

*  Ehowledee  of  irtien  to  eosnplete  Mte  form* 

*  Ixunrledee  6t  i^re  to  deposit  form  after  it  ia 
ooopleted* 

*  Eow  taak  relates  to  aubeystem  goal* 

*  XhowleiJee  of  gae  ndleaget  oil  coiunioaption  of 
Bpeeific  vehiole* 

s 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1. 

1 

c 

o 

4J 

€ 

14 
O 

o 

o 

to 
!S 

Dat^i    1  People     j  Tilings     1      Data     |  People     I  TUxngs 

]{     Rea  s  •     J        th.      f    Lang*  ; 

■ 

W.  F.  -  iE\^i           t        W.  P.  -  ORIENTATION 

INSTa.     1                G.  E.  D.  1 

TASK  NO. 

IB    [       lA      i        lA      1      909tf     1       ^      !  i^S^ 

2        !       2        i         1       1          2  ! 

D.F.  8 

OBJECTIVE: 

i 

< 
O 

task:    V^ltes/xecoxds  the  xeadini^  on  the  gauges,  thexmomatece,  etc*t  filling  oui  the  chart  bb  prescribed, 
in  o^der  to  keep  a  running  record  of  t2ie  lK>ller  plant^s  functlcming. 

PERFOKM&NCE  STm>ARDS 

IE3GBIFDIVE: 

*  HeedlngB  are  accurate. 

*  BeadlngB  are  made  at  HiB  prescribed  time* 
.    Becked  is  complete  and  legible. 

BOMERICALi 

*  Becords  Hbe  readlBge  ouoe  every  hour* 

*  -Over  X  period  or  tiiaef  no  more  Idian  X  ooanjplalnts 
iliat  handwriting  Is  Illegible* 

*  <ywwr  X  period  or  timSf  no  more  -Qian  X  <»Bmiaslona 
or  obvious  errors* 

4 

TRAINING  CONTENT 

FDHCtdOHALi 

.    How  to  read  gauges  and  iliermoiaeters* 

*  Bbv  to  fill  oat  a  chart* 

SESCIFICi 

*  yhen  to  take  ^diat  readinga. 

*  Ifoaatltm  of  blank  dhartSf  pencils^  etc* 

• 

1 1 

PERFORMUfCE  STAHDASSS                                                              TRAINING  CONTENT 

Ir.^KS    [     Data     j  Vdoplc    *  Things 


'.■K  F. 


-  LEVEL 

~~r- 


I 


W.  F. 


[  7096 


-  ORIENTATION 

1^  i 


E-  D, 


TASK  KO, 


lA 


1096 


D.F.  9 


GOAL; 


OBJECTIVE: 


TASK:    Rramlrifte  requests  for  si;^liea>  eqiilpiQent>  and  repaixa  aubmitted  "by  departoent  headB>  chec^clne 

S!p6C^ifloatiODS  and  price  liBtB>  oontactizig  initiator  of  request  for  validiiy>  prioriiy>  and  immediacy 
approving/dlBapprc^lng  Individual  items  in  accordance  with  agency  policy  and  guld6llneB>  In  order  to 
proOBBB  requeetB  for  repairs/purchase  of  supplies* 


c 
o 


(0 

K 


a 

u 
o 


o 
o 


> 


PERFORMANCE  SXAiTOARDS 


INSCRIPTIVE: 

t  Voiker^a  examination  of  stqiply  re<]:uaats  is 
thorougji,  confoisid  with  agency  poXley* 

*  Items  axe  ajipxovBd  on  an  Individual  ba8ia> 
according  to  inmediacy  and  prioriiyt 


KOMERICAL: 

*  In  X  time>  fever  than  X  num1>er  of  simply  requests 
are  not  approved/disappzoved  ^tbin  X  time* 

*  In  X  tljae>  supervisor  notes  fewer  -Qian  X  numl^er 
of  itema  with  low  prioriiy  ordered  without 
sufficient  justification* 


TRAINING  CONTENT 


*  How  to  evaluate  requeata  In  terms  of  given 
policy* 

*  How  to  check  specifications  and  price  lists* 

*  How  to  establish  vdlidiiy>  iimikediacy  of  requeatc 
in  personal  oontaote* 

*  Knowledge  of  proouremant  process* 

*  Institution  policy>  procedores  for  ordering 
sv^liss* 

*  Budget  realitiea>  item  prioriiy. 

*  Needs  of  each  department*  * 

*  Location  of  stpecificationa/price  lists* 


> 
g 


3 


PERFORMANCE  STAHDAfa)S 


TRAINING  CONTENT 


1 

e^c^    i  People     I  TMnj^s    f     Data     1  People    }  Vhinf« 

;             ;i    Iteas.    (  ^^acil.     (  L;mg, 

t 
1 

I 

■         IT*    -  LEVEL             j          17.          -  ORlcN'X.Vrf 0^: 

ItNSTR.      !                       E,   D.                      i  T.\<.<  NO. 

! 

1  1 

ii    i     lA         lA    I   *<}oit        ^    !  t3?i 

GOAL: 

OBJECTIVE; 

1 

TASK:    Inspects/Xooka  over  property  teing  offered  for  rent  to  applicants/clients  of  the  agency*  checking 

for  general  health  and/or  safety  hazards,  in  relation  to  Board  of  Health  standards/Housing  Code  and 
ageiwqr  policy*  in  order  to  determine  Aether  property  ia  suitable  for  rental  and  to  notify  the 
Board  of  Health  for  approval  or  Hoxtsing  Code  enforcement. 

PERFORMANCE  STANDARDS 

TRAINING  CO^JTEKT 

DESCRIPTIVE: 

fllNCXIONALt 

i 

1  If 

t 

B 
o 

VoiiCBT  is  thorough*  attetitlve  to  dAtAil* 
Worker  completes  inspection  in  a  reasonable 

amount  of  tine. 

and  safety  in  a  dvelllBg* 
*    Gex]ieral  knowledge  of  construction  techniques* 

*M 
u 

iniWDTP  AT* 
Ji  imSuLLU  AJj  J 

SPBCTBTCt 

—  t 

'A 

a 

f— t 

n 
o 

- 

.    Voi^r  accurately  recognizes  all  hazards  to 

health  and  safety. 
*    Over  X  period  of  timet  no  more  ISbsn  X  residences 

referred  to  Health  Department  are  aj^roved  by 

that  departunt. 
.    Over  X  period  of  ttme^  no  mo£e  than  X  residences 

approved  by  voiScar  are  later  condemned  by  Health 

Separlaentt  yiHi  no  slgnlfioant  changes  occurring 

in  tb0  interim*^ 

*    General  understanding  of  the  Board  of  Health^  s 
standards. 

.    Agency  policy  for  inspecting  rental  properties. 
.    Kature  of  any  complaints  about  the  property. 

O 

i 

PERPOSmNCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


t  Data   1  Piiopla     [  Things    j     Data       People    \  Things 

i    Rcas .    1  Ma th .     }    Lans • 

1 

L  1 

1 

W.  F.  -  LEVEL           t             F.  -  ORIENTATIC;? 

IWSTR.     {                           D.                     I  TASK  iJO- 

|- 

\ 

^        !        3        1        3                 3      t  D.G.  2 

GOAL: 

OBJECTIVE: 

TASK:  Examines/evaluates  completed  housing  rehabilitation  projects  in  relation  to  agency  housing  standards, 
checking  for  client  satisfaction^  the. quality  of  workmanship  and  adequacy  of  repairs  and  installa* 
tions,  in  order  to  approve/authorize  payment  for  satisfactorily  completed  housing  rehabilitation 
projects. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL: 

> 

1Z 

*^ 
c 

ir> 

»-f 

c 
o 

CS 

r4 

.    Uses  good  Judgement  in  approving  finished 
projects. 

.    Carefully  confliders  client's  comnents. 
.    Approved  rehabilitation  projects  are  consistent 
with  agency  standards. 

.    Comiiunication  skills. 
.    Housing  standards  that  must  be  met. 
.    Thorough  knowledge  of  construction  principles/ 
practices . 

•    Ability  to  make  value  judgements  regarding 
relative  importance  of  observed  defects. 

i 

.< 

n 
o 

. 

g 

to 
o 

NUMERICAL: 

SPECIFIC: 

r-l 

rt 
O 

4-» 
U 

O 

.    Never  approves  payment  for  unsatisfactory  or 

incomplete  projects. 
.    In  X  time,  fewer  than  X  coiAplalnta  from 

contractors  that  criticisms  of  vork  completed 

wttn  Inaccurate /Invalid* 
.    In  X  time,  £ew»r  than  ^  complaints  front  clients 

that  worker  approved  Incooiplete/shoddy  repair 

vork. 

.    Knowledge  of  >Aiat  was  to  be  repaired  in  each 
specific  case. 

.    S.O.P.  for  approval  of  repair  jobs. 

.    How  to  register  critic ism/ request  for  improve- 
ment to  contractor  before  payment  is  made. 

/ 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC  - 


1^ 

o 

CJ1 


Dnca     j  People    (  Things 

1 

;    Rca3.    i   >LTCh.      [  ^ani^. 

i 

t 

o 

u 

to 

10 
O 

o 
a 

4J 

O 

a 

i 

W.  ?.  -  LEVEL 

W.  F.  -  ORIENTATIOW 

INSTR. 

G.  E.  D. 

TAS:<  NO. 

3B    t     U  lA 

757.            5%     1  20% 

3 

2  12 

D,G,  3 

j 

OSJECTIVEi 

> 
2 

c 
. 

TASK:     Scans  property  records,  searching  for  Information  about  a  specific  property,  following  the  County 
Records  Office's  rules  for  the  use  of  their  materials,  in  order  to  obtain  the  name  of  tlie  owner 
of  the  property. 

PERFORMANCE  STASDARDS 

DESCRIPTIVE; 

,    Worker  Is  thorough,  yet  Tnlnlinlzes  wasted  effort. 

.    Finds  the  Information  as  quickly  as  possible* 

'.    Careful  to  follow  rules  of  County  Records  Office* 

HUMERICAL; 

.    Worker  finds  the  name  of  the  owner  of  a  specific 

property  in  X  amount  of  time. 
*    Mo  complaints  from  the  County  Records  Office 

that  worker  was  discourteous  or  not  careful  with 

their  materials* 

TRAISIKG  CONTEST 

FUNCTIONAL; 

*  How  to  find  information  in  a  reference  book. 
.    How  to  read  property  records. 

SPECIFIC; 

*  S.O.P.  for  cooperating  with  the  County  Office 
of  Records. 

.    fiow  to  find  out  who  owns  a  specific  piece 
of  property* 

PERFORMANCE  STANDARDS           *                                                       TRAINING  CONTEIJT 

{ 


,  Daca   i  People    1  Tilings 

Data     1  People    [  Tnir-ss 

I    Rcas ,    j   Math ,         Lovip, »     1  i 

W.  F.  -  LEVEL 

F.  -  ORXEKTATICK 

TMSTR, 

G.  E,  D. 

T;\S:<  IvO.  ! 

i      3B           lA      1  lA 

1        75%    1        207.     i        5%  ' 

2 

2-1-1       1  2 

D.G.  4 

OBJECTIVE; 


TASK;  Maintains  lists  of  available  housings  obtaining  information  through  newspapers^  observation  and 
phone  calls>  in  order  to  provide  iTiformation  on  available  housing  to  meet  needs  of  individuals/ 
agency  clients. 


O 


o 

o 


PERFORMANCESl^^ARDS 


DESCRIPTIVE t 

Informatiott  is  accurate^  pertinent  and  con^lete* 
.    InformatiQit  is  recorded  within  reasonable  length 
of  time* 

NUMERICAL: 

.    All  (100%)  informatioii  is  recorded. 
.    Information  is  recorded  within  X  woiking  days  of 
receipt  * 

*    In  X  tiiiie>  no  more  than  X  complaints  are 
received  from  individuals/ clients  that  the 
Information  provided  by  the  worker  was 
inaccurate/ incofiqc>letet 


TRAINING  CON^TENT 


FUNCTIONAL: 


.  How  to  select  pertinent  information. 
.    How  to  record  information. 


SPECIFIC;  ^ 

.    Knowledge  of  agency  and  local  office  guide- 
lines as  related  to  the  task* 

*    Knowledge  of  comoiunity/housing  resources. 
Knowledge  of  housing  needs  of  specific 
individuals/agency  clients* 


< 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERJC 


,  Data   1  People    |  Things    |     Data     |  P<^ople    1  Things 

1 

Reas.    )   Math.     |  Lang. 

W.  F.  -  LEVEL           1        W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  KO. 

2 

2              1          I  2 

D.G.  5 

GOAL; 

objective: 

TASK:  Writes/copies  the  addresses  of  dwellings  that  are  available  for  rent,  as  well  as  information  needed 

to  contact  the  own^r/iaanager  and  other  significant  information,  following  agency  S*0*P*  for  recording 
the*  information*  in  order  to  maintain  a  record  of  available  housing* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

OESCRIFTIVE: 

FUNCTIONAL:  . 

> 

nal  Unit 

ft    Information  is  accurately  and  completely  recorded* 
*    ysorker  writes  legibly* 

KUHERICALt 

.    How  to  copy  information  from  one  source  to 
another* 

*    How  to  follow  written/oral  instructions* 

H 

*H 

<■ 

Objective    1    Goal     1  Organization 

*  Over  X  period  of  time*  at  least  XX  of  listings  of 
avaiiSDie  riousing  are  rouna  zo  ne  accurate  upon 
review  by  supervisor* 

*  Over  X  period  of  time,  no  more  than  X  complaints 
are  received  frcxi  co-workers/supervlsor  that 
worker*^  writing  is  illegible* 

• 

SFECIFICt  ' 

*  What  information  concerning  a  dwelling  should 
be  recorded* 

*  Agency  S*0*P*  for  maintaining  this  record 
(i*e^,  ^ere  to  record  it*  format*  etc*)* 

• 

c>: 
c 

FERFORHANCE  STANDARDS 

TRAINING  CONTENT 

Data   i  People     i  Things 

Data     I  People    (  Tilings 

S     Ueas*     t   Mattw      )  Lang. 

F.  -  LEVEL 

W.  F.  *  ORIEKTATIOH 

IJJSTR,.     ]                 G,.  D,. 

TASK  XO. 

1    1     u  I 

9071             57.     i  5% 

2       {        2        t        1       [  2 

D*G*  6 

GOAL: 

OBJECTIVE; 

TASK;     '-^^nvAsses  ccmmmlty^  seeks/notes  location  of  vacant  apartments  and  houses  which  maybe  suitable/ 
available  for  rental  to  agency  clients^  using  own  knowledge  o£  agency  housing  standards*  in 
order  to  identify  addltlotial  available  housing  for  Inclusion  on  agency  housing  lists. 

PERFORMANCE  STATTOARDS 

TRAINING  CONTENT 

4J 
•—1 

UESCRIPXHE: 

functional; 

> 

53 
1— 1 

LzatiounI  Un: 

t    Worker  is  alert  and  quickly  identifies  vacant 

houses  and  apartnenta. 
0    Wbrker  accurately  remembers  the  locatloti* 

0    How  to  determine  the  location/address  of  a 
dwelling. 

.    How  to  determine  whether  or  not  a  rental 

property  would  be  suitable  for  rent  by  agency 
clients* 

i 

k-i 

< 

S 

s 

M 

miMERlCALi 

SPECIFIC: 

. 

O 

o 

o 

*   Wbricer  apota  X  vacant  dtfellinga  in  X  aisount  of 

time*  ^ 
t    Over  X  period  of  tive*  no  more  than  X  Instances 

when  worker  fails  to  note  the  correcT  location* 

*  The  needs  of  the  agency^  clients  for  housing 

mltlple  bedroom  homes*  etc.)^ 

*  Knowledge  of  the  conDounlty* 

.    Knowledge  of  agency  housing  standards* 

til 

a 
o 

/ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

TOEUH1BEH3 

(V)  ^2 


Bt  Seoruliaent 
Bt  Heferrmi 


o  409 

ERIC 


1 

Ddta  1  People    1  Things 

Data     t  People    t  Things 

Reas.    t  Math.     |  Lang. 

i 

J           Vf.  F.  -  LEVEL 

W.       -  ORIENTATION 

INSTR, 

G.  E, 

tasjc  no. 

J*      i       2  ( 

k 

k    \   1     [  h 

V,C,  4 

\ — 

GOAL: 

OBJECTIVE: 

TASK:    Telephones  specified  hoiiee-lK)und  clients  on  daily  liasle^  voAlng  trani  a  list  of  such  IndlTldualSf 

visiting  briefly  with  th^^  asking  questions/listening  to  their  responses^  following  agency  8*0*?.^ 
in  order  to  determine  if  they  have  inmediate/special  needs. 

PERFORMANCE  STANl>ASfi£ 

TRAimilG  CONTEST 

1 

ISSCBIFTIVE; 

FtmCTIOHAL» 

1 

jj 
<3 
N 

*  Qusstions  aro  cleaTf  concise* 

*  Calls  axe  coDpleted  as  leqidxed* 

*  Henner  is  £cl«ndly/^lprul* 

«    igftncy^S  nsottwes  axe  used  to  capaoitr* 

*  Good  judgement  is  used  In  meeting  expressed  needs 
yiHix  limited  xesouroes* 

*  Hbw  to  use  telephone* 

Commmication  sldlXe* 

*  Hov  to  select  pertljoent  infoxmatloii/elicit 
further  clarifying  data  in  verbal  conversation* 

*  Hov  to  make  priority  judgements* 

i 

* 

£; 

o 

HtMBRICALt 

SEBCJFICt 

OblcctLvc    1    Goal  ] 

*  All  ilOOfS)  clients  axe  phoned  every  voicing  day* 

*  ptewer  than      coo^laln  of  mrfcer*s  manner* 

,    Fewtr  than      of  crisis  situaticms/needs  go 
unreoognlzed/unansvered* 

*  l^iovledge  of  local  office  procedures  as  related 
to  task* 

*  Knowledge  of  perscma  to  be  called* 

*  Knowledge  of  alternative  resources  available* 

* 

PERFORMAWCE  SXAHEARDS 

TRAINING  CONTENT 

Data    1  People     j  Things 

Data     1  People     [  Things 

Reas.     1   Math.      |    Lang.      |  j 

W.  ?.  -  LEVEL 

W.  F.  -  ORIENTATION 

INBTR. 

G.  E.  D.                      1  TASK  :^0. 

1 

3B  I       2        I  20 

2 

3     1      1      13       iv.c.  5 

i  { 

COAL: 

OBJECTIVE: 

i 

TASK:    Besponda  to  emerjpmcr  referrals  at  direction  of  ewerv^isort  utilizing  aeency/oommunity  resources 
(moms  olientSf  tsansportB  olients  to  dootor^  etc.}  following  B^nay  guideline e/pzooedureB^  in 
order  to  provide  services  to  nieet  emer&ency  needs  of  olients. 

FERFOItMANCE  STANEARDS 

TRAINING  CONTENT 

^' 

DESCRIPTIVE: 

FimCTXOHAL: 

*^ 

<• 

o 

*    BespoDse  is  niadd  to  all  emergency  referrals* 

.    Beq^onse  is  made  within  reasonable  lengt2i  of  time. 

,    Manner  is  vaxm/eo^athetic. 

*  How  to  drive  a  car. 

*  How  to  reaaaure/provide  emotional  sutpport* 

*  Bow  to  reoognise/deal  with  unusual  situations/ 
cixoums  tances  * 

— t 
=1 

« 

K 

NHHERICAL: 

SPECIFIC: 

U 

O 
o 

*    Besponse  is  made  to  all  (100%)  OTexgency 
referrals* 

.    BespODse  to  emergency  referrals  is  Inmedlate* 
.    Fever  than  ^  of  clients  ooix^lala  of  vorker'a 
manner. 

.    Eiiowledge  of  agency  and  local  office  guidelines 
as  they  relate  to  the  task* 

*  Knowledge  of  conmunity* 

*  Eiiowledge  of  resources. 

W 

O 
o 

PERFORMANCE  STANDARDS 

TRAIHING  CONTENT 

Data  {  People    {  Things 

Data    I  People    {  Things 

Keas,    t  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

2     1     2.       I  lA 

2 

2        1      1       I  2 

V.D.  2 

GOAL: 

OBJECTIVE: 

TASK:    Tallcs  with  reeource  xepree^tatlve  for  service  agencyt  ixnguirinff  aa  to  action  taken  on  xeferral  of 
indlvldxial  to  agency,  follovlnjr  agency  S*0*P.  t  iii  order  to  obtain  and  record  Information  for 
voxlcer* 

PERFORMANCE  STANTARDS 

TRAINING  COHTEKT 

3ESCRIFFIVE: 

2 

c 
n> 

c 

s 

u 

*  Xaformatlon  obtained  Is  accurate,  pertinent  and 
oco^lete. 

*  InfoDoatlon  la  obtained  within  xeaaonable  length 
of  time* 

*  Coomiunlcation  skllle. 

*  How  to  record  information* 

3 

^} 

HQHEBXCALl 

SFECXFIC: 

c 

• 

Ob  1  ec  t  Ivc    1    Coal     1       0  rgati 

*   111  (1009^)  needed  information  la  obtained* 
.    Information  la  obtained  within  5  voxklng  days 
of  receipt  of  requeet* 

*  Shovledge  of  agency  and  local  office  guldellDea 
aa  they  relate  to  task* 

*  l^iovledge  of  referral* 

*  Knowledge  of  specific  eenrice  agency* 

*  Ciiowledge  of  information  needed. 

r 

/ 

PERFORMANCE  STAKHARDS 

TRAINING  COHTENT 

LBGiL 

(I>) 


A.  Agency  Fair  Hearings 

B.  Bnployae  Grievance 
C-  CcMnpliance  Xaaues 
D.  Contracte 


4i3 


Data   j  People    1  Things 

Data     1  People    |  Things 

Reas.    1  Math.     \  Lang. 

W.  F.  -  LEVEL 

W.        -  ORIENTATION 

INSTR. 

G.  E,  D.  y 

TASK  NO. 

4       f     lA         1  lA 

90       [    5          1  5 

5 

5         11  15 

L.A.  12 

GOAL: 

OBJECTIVE: 

^TASKt  Composes/writes  a  monthly  report  of  the  appeal  proceedings,  following  agency  S.O.F.,  focusing  on 

Specific  problems  and  recommending  plans  to  alter/revise  policy  in  order  to  inform  the  Commissioner/ 
of  work  accomplished  in  the  previous  tnonth/new  problems/possible  solutions  to  the  problems* 

r 

PERFORMANCE  SIANDARDS 

DESCRIPTIVE : 

,                          TRAINING  CONTENt 
plltCTIOHAL; 

1 

*  Report  is  accurate/clear/informative/thorough» 

*  Suggestions  are  feasible  and  relate  to  the  problems. 

*  Report  is  made  in  a  reasonable  amount  of  time. 

»  Knowledge  of  legal  process/procedures 
.  How  to  identify  problems  and  jletermlne  possible 
solutions 

1 

*— t 

At 

numerical: 

SPECIFIC; 

Objective     \    Goal     1    .  Organlsattotii 

»  Report  is  made  by  X  date  in  the  new  month* 

*  Over  a  specified  period  of  time>  fever  than  X  com- 
plaints from.  Conutissioner  concerning  unclear^ 
incomplete  information. 

*  Over  a  specified  period  of  time>  X&  of  reports  are 
found  to  be  consistent  with  available  data* 

*  Knowledge  of  work  of  the  agency 

»  Specific  Information  to  be  included  in  the  report 
»  Knowledge  of  routing  procedures 

*  Knowledge  of  capabilities  of  the  agency>  speclfl* 
cally  in  area  of  stated  problem(s) 

*  Knowledge  of  agency  policy  and  procedures 

.  Knowledge  of  resources/options  a^railable  for 
dealing  with  problems 

< 

S 

* 

PfiRFORmNCE  SIAHDARDS 

TRAINING  OONTEMT 

Data   I  People    |  Things 


Data    I  People    |  Things 


Reas.    I  Math.     |  Lang. 


W.  F.  - 


I 


LEVEL 


W.  F.  -  ORIEHIATIOH 
85        Is  I  lo' 


INSTR. 


G.  E.  D. 


TASK  NO. 


I 


lA 


LA.  13 


GOAL; 


OBJECTIVE  r 


TASK:  Visually  examines  records  of  an  agency  within  the  Etepartment,  using  own  knowledge  of  legal  process, 
in  order  to  insure  that  the  decision  on  the  appeal,  as  approved  by  the  Cononissioner,  was  followed 
up  by  appropriate  action. 


PERFORMANCE  STANDARDS 


DESCRIPTIVE: 


M 

I 
o 


Records  are  examined  efficiently/thoroughly  in  a 

reasonable  aioount  of  time  after  decision  was 
finalized. 

NUMERICAL; 


Records  are  examined  within  X  time  after  decision 
was  finalized. 

Over  X  period  of  -time,  no  more  than  X  instances 
where. inappropriate  action  goe^  unrepor ted/undetected 

by  worker. 


o 

C5 


o 

o 


TRAINING  CONIEMT 

FUNCTIONAL; 

.  How  to  examine  records  to  obtain/evaluate  infor* 
station. 

.  General  knowledge  of  legal  process 
SPECIFIC; 

.  Knowledge  of  the  decision  approved  by  Commissioner 

on  the  specific  appeal. 
♦  Knowledge  of  appropriate  follow-up  actions  on 

decisions.  ; 
.  How  to  get  access  to  the  Specified  agency-s  record^ 


E 

< 


FERFORMAHCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


Data   I  People    |  Things 


Data     I  People    |  Things" 


Reas^    I  Math^     |  Lang^ 


-  LEVEL 


-  ORIENTATION 


INSTR,. 


E,  D, 


TASK  NO- 


I 


I 


GOAL: 


OBJECTIVE: 


TASK:  jaij(s  to/writes  client/client  representatives,  following  S»0»P»>  in  order  to  gather/obtain  data  about 
appeal  and  arrange  for  date/place  for  appeal*  / 


5 


fO 

o 
1-1 
4J 
10 

M 
1-1 

u 


o 


4» 


PERFORMANCE  STANDARDS 


DESCRIPTIVE: 


^  Worker  is  courteous  in  gathering  information* 


NUMERICAL: 

*  Over  ^  specified  amount  of  time,  fewer  than  X 
complaints  are  received  concerning  worker's  manner* 

^  Information  is  gathered  in  X  time* 

*  Over  X  period  of  time,  no  more  than  X  clients/client 
representatives  need  to  be  contacted  again  because 
worker  failed  to  get  sufficient/relevant  infoniiation< 


TRAININGC 


FUNCTIONAL: 

*  General  knowledge  of  legal  process* 
^  How  to  obtain  relevant  information* 

^  How  to  conduct  business  correspondence 

SPECIFIC: 

»  S^O^P^  for  obtaining  information* 

*  Specific  information  required  for  an  appeal < 


en 
H 


< 
m 


PRRFORMAKCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


7 


Data   1  People    )  Things 

Data    1  People    |  Things 

Reas*    1  Hath*     |  Lang* 

-  LEVEL 

W*  F*  -  ORIENTATION 

INSTR. 

G*  E.  D* 

TASK  NO. 

3B     I     4A        1     lA  , 

A5%   1      507*     1  5% 

A 

A        (     1  _      1  4 

L.A.  15 

COAL; 

OBJECTIVE; 

TASK:    Discusses/ reviews  the  recomnended  decision  on  an  appeal  with  the  coDiDissioner>  clarifying  any  ques- 
tions^ delineating  ramifications  of/support  for  the  decision^  in  order  to  inform  the  conniissioner 
of  the  rationale  for  the  decision. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

FUNCTIONAL: 

> 

atlonaX  Unit 

*  Discussion  is  clear »  comprehensive  and  to  the 
point* 

*  Explanation  reflects  thorotigh  knowledge  of  the 
appeal* 

*  Communication  skills* 

*  Knowledge  of  Federal  and  State  regulations  as 
they  pertain  to  social  services* 

J? 

1*1 

NUMERICAL: 

SPECIFIC: 

* 

Objtctivt    1    Coal     1  Organ 

*  Answers  all  questions. 

*  Over  X  period  of  time^  fewer  than  X  complaints 
from  the  connlssioner  about  clarity  or  lack  of 
support  for  the  decision* 

*  Departmental  policies  and  procedures  at  they 
apply  to  appeals. 

,    Knowledge  of  the  basis  for  the  particular  < 
decision* 

*  Legal  ramifications  of  decisions  and  support 
for  decision* 

1                            PERFORMUICE  STANDARDS 

TRAINING  CONTENT  

ERIC 


Data   I  People    |  Things 


Data     {  People    |  Things 


Reas .    I  Math  >     |    Lang . 


W.  F.  -  LEVEL 
I     AA        I  U 


W.  -  ORIENlATION 
55y.    I      AOa  T 


INSTR» 


G.  E,  D. 

T-i  


TASK  NO. 


I 


l^A^  16 


GOALt 


OBJECTIVE: 


TASK:   Fresents/explains/clarifies  a  recomaendation  for  disposition  of  case  on  appeal  to  the  appeals  reviev 
conmittee^  delineating  the  factors  which  led  to  the  decision^  citing  Federal  and  State  rules/ require- 
ments and  departmental/bureau  policy^  as  necessary,  in  order  to  advocate  a  recomnended  decision  to 
the  reviev  cooinittee. 


s 


i 

n 

I 

O 


m 

o 
o 


9 

St 


5 


PEHFOtMAMCE  STANDARDS 


DESCRIPTIVE: 


The  recoranendatlon  Is  presented  clearly  and  is 
well-supported* 

Worker  accurately  cites  applicable  sections  of 
Federal/ State /departmental  regulations* 


MUMERICAL: 


In  X  tloe^  fewer  than  X  complaints  from  appeals 
review  comnittee  that  the  reconmendation  was  unclear 
and/or  unsubstantially  supported* 
In  X  tlme^  no  more  than  X  complaints  from  other 
coomittee  members^  that  worker's  position  was 
untenable* 


TRAINIMG  CONTENT 


FONCTIOMALt 


.    How  to  present  a  recommendation  and  support 

for  the  reconmendation* 
»    How  to  read/interpret  legal  terminology* 
.    How  to  evaluate  data  in  relation  to  specific 

criteria* 

SPECIFIC! 

,    Knowledge  of  State/Pederal/departmental  regula- 
tions/laws as  they  apply  to  social  services* 

*    Knowledge  of  Hearings  and  Appeals  procedures. 

«    Kaovledge  of  factors  ^ich  led  to  the  decision* 

,    Knowledge  of  background/history  of  specific 
case* 


i 

H 

til 
H 

2 


PgRPOBMMKrE  SiaWDMtDS 


TRAIHIBG  CONTENT 


ERIC 


Date   1  People    |  Things 

Data    1  People    |  Things 

Reas.    1  Math.     f.  Lang. 

tf.  F*  -  LEVEL 

tf.  F.  -  ORIEKTATIOH 

IHSTR. 

G.  E.  D. 

TASK  NO. 

3B     1     lA        I  lA 

80%    1       5%       1  15% 

5 

5        \     I          i  4 

t-.A.  17 

QOALl 

OBJECTIVE: 

TASK;  Whites/ composes/ prepares  a  report  explaining  the 
of  the  Fair  Hearings  Officer  on  appeal^  in  order 
sion  to  the  coomissioner* 

reasons  the  review  comnittee  rejected  the  decision 
to  support  and  explain  the  review  conmittee*  s  deci* 

PERFOKHAMCE  STAMD4RDS 

TRAINING  CONTENT 

DESCRIPTIVE  t 

FUNCTIOHAL; 

> 

i 

Ad 

s 

,    The  decision  to  reject  a*recoiiiiiendation  is  factually 
supported* 

.    The  report  is  clear  and  comprehensive. 
*    Worker  carefully  explains  conflicting  points  of 
view* 

NUMERICAL: 

.    How  to  prepare  a  position  paper* 

.    State  and  Federal  regulations  as  they  apply 

to  social  services* 
.    Written  c^xnnunication  skills. 

SPECIFIC: 

H 

CO 

H 

1 

< 

3 

• 

o 

n 

o 

o 

,    A  report  is  prepared  to  accompany  every  rejected 

recownmda  t  ion  * 
.    In  X  tinie^  fewer  than  X  complaints  from  the 

coomissioner  that  a  report  was  difficult  to  follow 

or  insufficient  to  support  the  denial  of  a  decision 

made  on  an  appeal. 

,    Thorough  knowledge  of  departmental  policy. 

f    Thorou^  knowledge  of  State  and  Federal  regula- 
tions as  they  apply  to  each  appeal. 

*    Knowledge  of  the  appeal  antl  the  rantlfications 
of  the  final  decision* 

Objective 

1 

FEKFfnMAHCE  STAHDARDS 

TRAINING  CONIENT^.. 

.  Data  1  People    |  Things 

Data    1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W#  F#  »  LEVEL 

W.  F.  -  ORIENTATION 

INSTR» 

G.  0. 

TASK  HO. 

3B     1       2        1  2B 

60%     1       25%     \  15% 

3 

3        1     1         I  3 

L-A.  18 

GOAL! 

OBJECTIVE: 

TASK:  Records  conversations  held  with  client  and  other  information  regarding  an  appeal^  using  a  recording 
machine  (tape  recorder^  etc.)  and  following  S.O.P.>  obtaining  client's  permission  to  record  and 
explaining  in  detail  how  the  recording  is  to  be  used>  in  order  to  have  a  verbal  record  available 
to  suppprt  a  decision  on  the  appeal. 

FERFORMAMCE  STAMDARDS 

TBAIHIHG  CONTENT 

DESCRimVE: 

FUNCTIONAL: 

> 

lal  Unit 

«    Recordings  are  audible^  clear. 

.    All  important  information  is  recorded. 

*    Handles  the  machine  with  care. 

Hoiw  to  use  a  recording  machine. 
.    How  to  record  a  conversation. 
.    See  G.E.D. 

S 

NUMERICAL! 

SPEClFlCt 

N 

1 

o 

m 

o 

-H 
4J 
O 
« 

.    Over  a  specified  period  of  time^  fewer  than  X 
contplatnts  received  from  those  needing  information 
that  the  infomation  was  not  recorded  or  that 
recordings  were  not  clear  or  audible. 

*    Over  X  period  of  time  X  repairs  are  required 
because  the  recorder  was  mishandled. 

.    How  to  use  office  recording  machine . 
.    Specific  information  to  record. 
*    S.O.F.  for  recording  information. 

s 

• 

PEKPOnMUKX  STMOMUIS 

.  TRAINING .  OONIENT  _ 

Data   I  People    |  Things" 


Data    I  People    \  Things' 


Reas,    I  Math,     |  Lang, 


F,  -  LEVEL 


W.  F.  -  ORIENTATION 
907.   I       5%      I  5%" 


INSTR. 


G.  E.  D. 


I 


I 


TASK  NO. 


L.A.  19 


GOAL: 


OBJECTIVE: 


TASK:  Examines/evaluates/reviews  the  recomnendation  made  by  the  Fair  Hearings  Officer  concerning  disposi- 
tion of  an  appeal^  considering  departmental  policy,  State  and  Federal  regulations  and  the  merits  of 
the  case  presented^  In  order  to  accept  or  reject  the  reconmended  decision. 


PERFORMftMCE  STMPARDS 


descriptive; 


e 


o 


,    Carefully  eicamlnes  all  factors, 
,    Uses  good  judgment  In  determining  If  decision 
conforms  to  departmental  policy, 

NUMERICAL: 


Upon  review  by  the  conmissloner^  fewer  than  X!&  of 
the  decisions  are  not  upheld. 

Decision  is  reached  within  X  time  after  reconMnen"- 
dation  was  presented. 


TRAIHIHG  COWTEHT 


FUNCTIONAL: 


,    How  to  read/lnterpret/apply  Federal/State 
departmental'  policy  and  regulations^ 
How  to  evaluate  data  In  relation  to  stated 
'  policy  guidelines, 

,    Knowledge  of  law  as  related  to  Fair  Hearings, 

SPECIFICt 

Knowledge  of  State  and  Federal  programs^  their 
policies  and  procedures^  as  they  pertain  to 

social  services, 
,  ,  Understanding  of  the  specific  bureau^s  policies* 

procedures^  rules  and  regulations, 
,    Understanding  of  the  ramifications  of  the 

decisions, 

,    Knowledge  of  the  recommendations  made  by 
Fair  Hearings  Officer, 


t/i 

I 


o 


TRAINING  CONIENT. 


ERIC 


Data   i  People    1  Things" 


Data     I  People    |  Things" 


Reas.    I  Math.     |  Lang. 


W.  F.  "  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


T 


G.  E.  D. 


r 


I 


TASK  NO, 


lA 


_2& 


L.C.  2 


GOAI, : 


OBJECTIVE: 


TASK:  Critiques/reviews/examines  suggested  policies /plans  of  agencies  within  the  agency>  using  a  knowledge 
of  capacities/functions  of  agencies  in  the  Department  and  legal  base  for  agency  operation^  in  order 
to  determine  if  agency  policy/plan  is  feaslble/appllcable/legal. 


PERFORMASCE  STAKPARDS 


DESCRIPTIVE: 


N 
U 

o 


•  Conclusion  is  consistent  with  data/' 
..Determines  status  of  plan  in  a  reasonable  amount 
of  time* 

NUMERICAL ; 


Over  a  specified  period  of  time>       of  decisions 
are  agreed  with  the  Comnissioner. 
Determines  status  in  X  time. 


TRAIHING  COTTTEHT 

FUNCTIOKAL; 

.  How  to  review/evaluate  a  complex  document 
SPECIFIC; 

,  Knowledge  of  legal  base  for  agency  operation 
•  Functions/capacity  of  specific  agency 
.  Department  policy^  how  to  analyze  policy 


> 

9— 


< 


o 


PERFOMftMCE  ST/WPARDS 


TRAIHING  OOBTENT 


ERIC 


rOHCTOQKAL  JOB  AMAIgSIS 

(P)  ^ 


A.  Oberrttion/lbtarvlev 

B.  inalyflie 

C.  Beooidlng^Ulnff  out  Poime 

D.  Job  Bestruotarlnff 
B.  Consultation 


423 


Data   1  People    t  Things 

Data    1  People    1  Things 

Reas.    1  Math.     |  Lang. 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

4    1       2       1  lA 

55     1       45      1  10 

5 

5              3       I  5 

GOAL: 

OBJECTIVE: 

TASK:  Examines^  evaluates  information  from  worker  interviews^  observation  of  worlc^  literature  of  the  field 
and  other  available  sources^  using  Functional  Job  Analysis  methods  and  techniques  to  categorize 
gathered  information^  in  order  to  write  applicable  and  appropriate  task  statements  in  specified  area 
of  work  with  attendant  training  content  requirements^  performance  standards  and  functional  levels. 

PERFORMANCE  STANDARDS 

TRAINING  COHTENT 

B 

*-« 

o 

fO 

to 
O 

g 

CI 

Si 

u 

o 

O 

DESCRlPTlVEi 

.  Task  statements  are  completed  and  meet  the  standards 
of  FJA. 

.  The  content  of  the  task  statement  is  representative 
of  a  feasible  work  situation  within  agency  or 
department. 

NUHbRICAL : 

4  Each  task  statement  meets  editing  criteria. 

.  A  rating  by  another  person  skilled  in  ta^k  analysis 

dii'fe'rs  by  no  more  than  1^  point  in  one  or  two  areas/ 

scales* 

4  Completes  analysis  of  all  areas  assigned  in  stated  or 
negotiated  time  limit. 

FUNCnCWAL: 

•  Knowledge  of  Functional  Job  Analysis  methods  and 
techniques 

.  How  to  use  and  apply  the  guidelines^  scales  and 
standards  of  FJA  in  writing  task  statements 

•  How  to  write  in  a  grammatically  correct*  easily 
understood*  concise  style 

.  Knowledge  of  sources  of  available  information 
.  Hov  to  extract  pertinent  information  from  a  mass 
of  data 

SPECIFIC: 

.  Knowledge  of  general  purpose  and  function  of  work 
being  described  and  analyzed 

> 

1 

n 

w 
*^ 

? 

< 
tn 

J— 
fii 

o 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

I 


1    Objective    |   Goal     1       Organizational  Unit  I 

Data    1  People    |  Things 

Data     1  People    |  Things 

Reas.    1   Math.      |  Lang. 

W.  F.  -  LEVEL 

W.  F.  •  ORIENTATION 

INSTR. 

G.  E^  D. 

TASK  NO. 

A     }       2        1  lA 

60      !       ^0       1  10 

5 

3       1       3        I  5 

GOAL: 

QBJECTIVE; 

> 

i 
S 

< 

m 

o 
. 

TASK;  Refines,  edits,  catalogues,  absorbs/adapts  new  tasks,  applying  knowledge  of  FJA  techniques  and  McBee 

Keysort  system,  distribute^  to  task  bank  users,  nev  or  corrected  tasks  on  a  continuing  or  intermittent 
basis,  in  order  to  manage  the  task  bank. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

.  Management  of  the  task  bank  is  effective  and  results 

in  up*to*date  task  banks  throughout  the  agency. 
.  Procedures  for  distribution  are  effective  and  rapid. 

NUMERICAL: 

*  Less  than  ^  of  complaints  that  information  is  not 

being  received  promptly. 
.  Less  than  X  .tasks  per  X  amount  of  time  are 

inaccurately  written/scaled. 

> 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  edit,  catalogue  and  correct  task  statements 

using  FJA  techniques 
.  How  to  analyze  data  against  a  set  of  criteria 
.  Knowledge  of  McBee  Keysort  technique 
.  How  to  organize  a  system  to  operate  effectively 

SrECXt  J.C  Z 

.  Knowledge  of  agency  routing  procedures 

.  Knowledge  of  agency  S.O.P*  for  task  bank 

.  Identification  of  task  bank  users  in  the  agency 

i 

PGRFORHAHCE  STANDARDS                                                                   TRAINING  CONTENT 

Data   1  People    |  Things 

Data     1  People    |  Things 

\    Reas.    I  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIEKTATtON 

INSTR. 

G.  D. 

TASK  NO. 

4     1       4A      !  lA 

45     1        55       1  10 

5 

.   1    .    I  s 

P.3>..  1 

GOAl.: 

OBJECTIVE: 

TASKlGuides  manager  in  designing/restructuring  jobs,  using  FJA  techniques  and  tools  as  they  relate  to 

effective  manpower  utilization  principles  and  theories,  suggesting  or  advising  varied/different  / 
approaches,  keeping  in  mind  or  promoting  worker  needs,  in  order  to  help  manager  to  design/restructfire 
effective,  productive  and  worker-satisfying  jobs  in  his  section. 

IPERFOBHANCE  STANDARDS 

TRAINING  CONTENT 

objective    |    Goal     |    .  Organizational  Unit 

DESCRIPTIVE: 

.  Suggestions  are  clear  and  related  to  the  situation. 
.  Worker  is  sensitive,  perceptive  and  interested. 
.  Purpose  of  consultation  is  achieved 

HUMERICAL: 

.  Less  than  X  complaints  are  received  regarding 

wartcer *  s  inabil i tv  to  £!u22edt  aoDirOaches  Or  methods . 

.  Less  than  ]C!L  of  complaints  are  received  regarding 
worker* s  manner. 

.  Evaluation  of  restructured  Jobs  shows  that  X?C  of 
the  workers  are  satisfied  with  their  jobs. 

.  Over  X  period  of  time,  XZ  of  the  managers  report 
that  restructured  jobs  resulted  in  greater  produc- 
tivity. 

FUNCTIONAL: 

.  Thorou^  knowledge  of  FJA  techniques  and  tools 
.  Knowledge  of  m^power  utilization  principles  and 
theories 

.  How  to  ask  questions  to  obtain  information  for 

helping  others  to  identify  problems 
.  How  to  present  information  and  suggestions  to 

meet  the  needs  and  solve  problems  of  others 
.  How  to^analyze  data  against. a  set  of  principles, 

theories,  etc. 

SPECIFIC; 

.  Knowljsdge  of  specific  work  situation  and  manager 
.  Knowledge  of  worker  needs  in  specific  section 
.  Knowledge  of  purpose,  goals,  and  objectives  of 
specific  section/agency 

H 

S3 

£; 
. 

PERFORMNCE  STMStD^S 

TRAINING  CONTENT 

Data   (  People    |  Thlnga 


Data    I  People    j  ThlngF 


Reaa.    |  Math.     |  Lang^ 


W.  F.  - 


LEVEL 


W.  F.  -  ORIENIATION 
55%    I       40%     I  5% 


INSTR. 


G.  £.  D. 


TASK  HO. 


5A     \  4A 


U 


I 


I 


GOAL: 


OBJECTIVE: 


TASK:  Consults  (gives  advice/ suggestions)  with/to  departmental  administrative  personnel  regarding  the  use 
of  Functional  Analysis  In  departmental  subsystems/ work  units,  using  own  knowledge  of  Functional 
Analysis  methodology  and  social  service  process,  In  order  to  devise  effective  procedures/policies 
for  worker  training,  evaluation,  recruitment  and  career  development* 


PERFORMANCE  STANDARDS 


DESCRIPTIVE: 


N 

I 

O 


.    Advice/ suggestions  are  well  though^  out,  planned 
to  solve  particular  personnel  problems  admlnlstra** 
tor  may  have* 

^    Advice/ suggestions  Incorporate  Functional  Analysis 
principles,  make  maximum  use  of  Functional  Analysis 
Information. 

.    Policies/procedures  devised  are  In  line  with  overall 
Departmental  policy* 

NUMERICAL: 


g 


I 


No  more  than  X  number  of  administrative/supervisory 
personnel  report  that  worker^s  advice/ suggestions 
were  Inappropriate,  unclear,  contrary  to  departmen* 
tal  policy  In  X  time* 

Worker  devises  policies/procedures  In  X  amount  of 
time* 


TRAINING  CONTENT 


FUNCTIONAL; 


*    Thorough  knowledge  of  Functional  Analysis  and 

social  service  process. 
.    How  to  contminlcate  ideas  effectively* 
^    How  to  devise  policies/procedures  in  light  of 

Functional  Analysis* 

SPECIFIC: 


Personnel  problems  in  specific  sub system/ work 
unit* 

Reality  conditions  related  to  devising  policies/ 
procedures  in  specific  subsystem/work  unit* 


PERFWEHAHCB  sMBBUtPg 


TRAIHItIG  CONTENT. 


s 


QO 


Data   1  People    I  Things 

Data    I  People    |  Things 

Reas*    1  Math*     |  Lang* 

W.  F.  -  LEVEL 

U*  F*  *  ORIENTATION 

INSTR. 

G*  E.  1>* 

TASK  NO. 

4       1     ^        1  lA 

40^    1       55Ti     1  3% 

4 

4        1     1          1  4 

.   P*E*  2 

GOAL: 

OBJECTIVE t 

TASK:  ExpXalns/deflnes/clarifieS  to  administrative  personnel  the  parameters,  lntes»:^«tlon  and  mechanics  of 

Functional  Analysis  as  It  applies  to  specific  programs/work  units/<Jepartments>  demonstrating  the 

application  of  Functional  Analysis  to  the  program  process  and  slvlng  advlce/suggestlons  about  its 
lmplcmentatlon>  In  order  to  Increase  understanding  and  acceptance  Of  this  administrative  tool  among 

administrators* 

FERFORMANCE  STAHCAROS 

TRAINING  CONTENT 

> 

DESCRIFTIVE: 

FUNCTIONAL: 

ational  Unit 

*  The  explanation  l$  clear>  coo^lete  and  presented 
In  a  clearly  understood  manner* 

*  Suggestions  are  appropriate  for  the  work/unlt 
departiaent* 

*  Integration  of  social  service  process  is  stressed 
where  applicable* 

*  Thorough  understanding  of  Functional  Analysis* 

*  Understanding  of  the  social  service  process* 

*  How  to  coamunicate  ideas* 

*  How  to  think  analytically. 

SPECIFIC! 

w 

H 

5 

H 

<; 
N 

* 

NUHERIGALf 

*    Knowledge  of  how  Functional  Analysis  applies 

Objective    (    Coal     1  Org 

*  At  least  X!C^of  personnel  talked  to  indicate  that 
worker's  explanations  are  pertinent  and  understand- 
able* 1 

*  No  Incorrect  information  is  given* 

 :  .  .  ■ 

to  the  specific  work  unit* 

1                          PERFORMMiCE  StAROARDS 

TRAINING  CONTENT 

ERIC 


Data  J  People    \  Things 

Data     1  People    [  Things 

Rea  s  *    1  Ma th .     |    h sng  * 

-  LEVEL 

-  ORIENTATION 

INSTR* 

Gt  E.  D* 

TASK  NO. 

A      1    AA         1  lA 

6051    1       257*    1  195; 

5 

5        J      1  (5 

GOAL: 

.OBJECTIVES 

TASK:  Examines/evaluates/unifies  information  from  various  interviews  and  written  sources  regarding  a  spe- 
cific subsystem  within  the  I>epartment>  in  relation  to  the  steps  involved  in  a  process^  interrelation- 
ships within  the  process,  the  need  for  each  stcp^  and  the  social  service  philosophy  or  over-riding 
policy^  using  own  knowledge  of  systems  procedures  and  drawing  upon  other  agency  resources  as  neces- 
sary^ pictorialiy  diagranniing  the  subsystem^  in  order  to  compose  a  flow  chart* 

PSRFORMANCE  STANDARDS 

TRAINING  CONTENT 

DESCRIPTIVE; 

FUMCTIOKAL; 

1 

1       Orginlzttlonal  Unit 

*  fVOiTKer  9c  iccco  xrum  ctmong  cne  vairxeQ  vxcwpoxxtcs 
that  sequence  of  events  that  best  reflect  an 
efficient  social  service  process* 

*  The  flow  chart  accurately  reflects  the  informa- 
tion derived  from  interviews  and  written  sources* 

*  Where  possible^  the  flow  chare  pinpoints  or  elitni- 

nates  wasted  activities  and  those  activities  in 

conflict  with  philosophy/policy/etc* 

*  Choice  o£  words  is  appropri:ate  * 

*  The  flow  chart  is  clear^  easy  to  follow  and  is  not 
easily  open  to  misinterpretation* 

NUMESICALs 

*  How  to  draw  up  a  flow  chart  of  a  subsystem  of 
activities  based  on  a  diversity  of  information^ 
being  flexible  as  to  the  most  appropriate  pic* 
torial  representation. 

*  How  to  determine  what  stepi/components  may  pos- 
sibly be  unnecessary*  ^ 

specific; 

*  How  to  obtain  the  infonoation  that  has  been 
ga  the  red  * 

*  Specific  Department  philosophy/policy  for  the 
subsys  tem* 

cr 

1. 

2 
P 

Objective    |  Coal_ 

*    Over  X  period  of  time^  worker  averages  spending 
X  amount  of  time  to  draw  up  a  flow  chart  of  agency 
subsystem* 

*    Limitations  on  flow  Chart  design* 

PERFORHidiCE  STANDARDS 

TRAINING  CONXBHT^  _ 

1  i 


ERIC 


L 


Data  1  People    |  Things    |    Data    |  People    |  Things 

Reas.    1  Hath.     |  Lang. 

W.  F.  -  LEVEL           1        W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

A       1     lA        1      lA        1       90%    1       57.       1  5% 

5 

5        i      1          1  A 

GOAL: 

OBJECTIVE; 

TASK;  Examines /reviews  Task  Analysis  worksheets  from  agency  task  bank  with  respect  to  a  specific  flow  charts 

using  own  knowledge  of  Task  Analysis  inethodology  and  specified  flow  of  activity  within  the  agency^ 

deciding  whether  or  not  the  worksheets  provide ^an  accurate  analysis  of  activities  described  on  the 

flow  charts  making  necessary  changes  on  the  worksheets^  noting  on  the  flow  chart  those  tasks  that 

are  valid>  in  order  to  determine  which  previously  written  tasks  are  acceptable  and  which  steps  on 
the  chart  require  the  writing  of  new  taSks*                                                                     whj-w*  v 

PERFORHAHCe  STAMDABDS 

TRAINING  CONTENT 

INSCRIPTIVE: 

FUNCTIONAL: 

1 

i 

-  -  * 

4J 
«9 
N 

g 

.    Tasks  selected  are  appropriate  to  the  chart  and  , 

prove  valid  upon  review. 
4    Worker  Is  thorough  and  explores  all  avenues  in 

selecting  tasks  that  may  be  appropriate  to  the 

l^sks  selected  are  accurate^  according  to  Functional 
Task  Analysis  technology. 

.    How  to  recognize  a  task  that  is  acceptable  for 
a  specified  flow  of  activity. 

4    HOW  to  Change  a  Task  Worksheet  to  adapt  it  for 
a  flow  chaft  without  drastically  changing  the 
meaning  or  harming  the  teclinology. 

.    Knowledge  of  Task  Analysis  methodology. 

SFECIFICt 

z 

w 

H 
H 

nomerical; 

Objective     |   Goal     ]  G 

.    Over  X  period  of  time>  no  fewer  than  ^  of  tasks 
selected  for  a  chart  are  accepted  upon  review. 

.    Over  X  period  of  time>  worker  finds  X  number  of 
tasks  in  X  amount  of  time. 

Contents  and  meaning  of  the  flow  chart  under 
consideration. 
.    Specified  flow  of  activity  within  the  agency. 
Knowledge  of  agency  task  bank. 

PSKFCWHAliCE  STAHDARBS 

TRAIHXNG  COirCEIIT„„. 

CEBRKiAX 


(0)  137 


A.  Becord  Kee(pinff/7^iyinff,  Booldceeplne»  Accounting 

B.  Vjdte8y^ill&  in  Toms 

C.  ^fyjpiDg/Orfioe  Machine  Opetation 
p.  Steiu>£Eaphic/Shorthttnd 

E.  Fillng/AeambllBg  Hateriale 

F.  Hailing^utlng 

C.  CconDuiiioaiions/Bec^tions 

3.  Data  Oollectian/CcDqpiXin^ 

X*  Xmrratoriee/Acguieiticom 

J.  Seexetascial/Office  tteni<»rial 


431 


Data  1  Peoole      Thines    1    Data    1  Peoole   [  Thines 

1 

Reas*     (   Math*      |    Lang*  1 

V.  F.  -  LEVEL           1        W.  F*  -  ORIENXMION 

IMSTR* 

G,         D*                      j  TASK  NO, 

K      1     1A         1        1A       1        90             5  15 

h 

U                 3         I      It          t    C.A.  17 

GOAL! 

objective: 

TASK^  Examines  /evaluates  case  records  of  clients  deceased   during  c\mceut  audit  period,  checking  vhether 
proper  consideration  vas  given  to  available  assetej  based  on  knovledge  of  program  and  official 
auditixig  procedure  for  cases  of  deceased,  in  order  to  determine  if  borxect  benerits  vere  paid* 

PERFORMAKCE  SIAHCARDS 

TRAINING  CONTENT 

Objective    [    Goal     ]      OrsanUatlonal  Unit 

31BSGRIFTIVE: 

*  ExAmlnatlon  is  con^Xete^  accurate  and  thorough. 
'  *   Examination  is  consistent  vith  proper  auditing 

prpcedure  Tor  oases  of  deceased  clients. 

*  Examination  ie  completed  vii^iin  a  reasonable 
amount  of  time* 

NlMEBXCiLf 

*  Less  than  X  number  of  complaints  from  County 

-  Qirector  l^t  examination  nas  incomplete  and/ 
or  inaccurate* 
.    T^pon  a  recheclc  of  the  same  cases  at  a  later 
date»  less  than  X  9^  of  tbe  reooxds  axe  found  to 
be  in  violation  "of  policy  and  procedure* 

BINCTIOHAL; 

*  Eov  to  perform  financial  audit  of  case  records. 

*  How  to  recognise  errors  and  deviances  from 
official  policy  and  procedure* 

SPECIFIC  r 

*  How  to  locate  case  records  of  deceased  for  each 
coimty. 

*  How  to  determine  amount  of  money  allocated  for 
each  Case. 

.    Knowledge  official  policg^  and  procedure  reg^ardin 
the  audit  of  cases  of  deceased. 

1 

e: 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

t 


Data   1  People    |  Things 

Data     1  People    [  Things  5 

 ; 

Reas.    I  Math.     |  Lang. 

W,  F,  -  LEVEL 

W.  F.  -  ORIENTATION 

IMSTR. 

G.  E,  D. 

TASK  MO- 

3B     (       1A      1  1A 

80      1       10      !  10 

3 

3       13  13 

C.A.  18. 

GOAL: 

OBJECTIVE; 

TASK;  Checks/corrects  payroll  printout  from  central  office,  preparing  proper  forms  vtdch  indicate  overtime, 
landertime,  sick*Xeave  and  annual  leave  to  accompany  the  printout,  gatiiering  the  req^xiixed  lnfonnati9n 
f*om  institutional  time  cards/sheets  following  agency  S,  0<  P<  in  order  to  compute  and  inform  cenjtral 
office  of  the  correct  amount  due  to  employees  for  each  pay  period. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENt 

Objective     1    Goal     1    -  Organizational  Unit 

DBSCBIXTXVE: 

Accurately  oompletes  appropriate  foxmB  to  accost 

pany  payroll  printout. 
.    Carefully  chaolce  payroll  printout  for  disorepanciei 
.    Voxkd  with  reasonable  9peed. 

NUH£HICAL: 

.    Xn  X  timet  fewer  Hibxi  X  errors  in  the  payroll 
because  of  inaccourate  forms  and  information 
aubmitted  by  voxker. 

* 

4 

fdnctional: 

How  to  analyzVinterpret  routine  statistical 

data. 

I    ,    How  to  use  a  Calculator. 
SPBCIFIC: 

,    Proper  forma  to  fill  out, 
.    Where  to  locate  time  cards. 
.    Khen  information  mmt^  be  complete. 
.    S.  0.  P.  for  routing,  etc. 
'  .    How  to  compute  axDount  due  employee  based  on 
time  and  attendance  records 

s 

CO 
H 
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PERFORMANCE  STANDARDS 

tRAIMING  CONTENT 

ERIC 


CO 


Data    {  People    j  Things 

Data     1  People    {  Things 

Reas.    1  Math*     |  Lang* 

F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR. 

G*  E*  D*  ^ 

TASK  NO. 

2     j      lA        1  2B 

75       1       5        I  20 

2 

2        (      2      -  I  2 

C.A.  19 

GOAL: 

OBJECTIVE: 

TASK:  Writes/types/transcribes/tallies  admission  information  from  files  to  prescribed  statistical  forms 

(key  sort  file  cards,  fact  sheets,  using  typewriter  as  necessary)  in  order  to  maintain  accurate  / 
reports  for  statistical  reference  and  for  billing  purposes*                                                      '  / 

Objective    1    Goal     1    .  Organizational  Unit 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

»  Transferred  information  is  correct, , complete,  and 
legible » 

»  Transfers  information  with  reasonable  speed* 

numerical; 

.  No  more  than  X  complaints  from  users  of  information 
€hat.  it  is  incomplete,  inaccurate  or  illegible  per 
X  amount  of  time^ 

.  All  necessary  information  is  transcribed  (100% 
accuracy) » 

TRAINING  C0_HTENS 

FUNCTIONAL; 

»  How  to  read  admission  forms,  selecting/recording 

pertinent  information* 
»  How  to  use  statistical  forms 
*  How  to  type 

SPECIFIC; 

»  How  to  use  institution  typewriter 
»  Knowledge  of  what  information  to  transcribe  and 
how  to  transcribe  it 

Knowledge  of  disposition  of  completed  work 

ADMINISTRATIVE  INFO.  | 

PERFORMANCE  SIMOARDS 

TRAINING  COHTENT 

1^ 


Data      People    |  Things 

Data       People    |  Things 

1    Reas^    1  Math^     1  Lang^ 

W.  F.  -  LEVEL 

-  ORIENTATION 

INSTR^ 

E.  D^ 

TASK  NO. 

3A   I      lA        1  2B 

65       1       5        1  30 

3 

3              3        J  3 

C^A^  20 

GOAL; 

OBJECTIVE: 

TASK:  Computes  and  checks  figures  concerning  client's  debts  to  State,  using  calculator/account  books/running 
record  sheets/accounting  department  sheets/ county  figures,  according  to  $*0»P»  and  Federal  regulations 
in  Order  to  tnake  an  accurate  record  o£  monies  owed  by  client  to  the  State^ 

PERFORMANCE  STAKDARBS 

TRAINING  CONTENT 

Organizational  Unit* 

DESCRIPTIVE; 

*  Record  is  accurate  and  complete^ 

^  Check  of  figures  is  thorough  and  accurate^ 

*  Figures  and/or  records  are  completed  and/or  checked 
in  reasonable  amount  of  time^ 

NUMERICAL; 

*  Over  X  period  of  time,  not  more  than  X  number  of 
inaccuracies,  and/or  omissions  are  discovered  on 
the  records  or  the  approved  figures  ^ 

FUNCTIONAL: 

*  How  to  compare/compile  figures  on  statistical 
form 

*  How  to  compute  decimals 

*  How  to  use  a  calculator 

SPECIFIC: 

»  Knowledge  of  office  calculator 
^  Knowledge  of  s>urces  of  figures 
^  Knowledge  of  S^O^P^  for  computing  and  checkii/g 
figures 

< 

O 

Objective    {  C 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   1  People    |  Things 

Data    1  People    |  Things 

Reas.    (  Math*     f   Lang.  | 

-  LEVEL 

W*        •  ORIENTATION 

INSTR* 

G.  E.  D.                      L^ASK  NO. 

Ji  I          1A    1  1JL 

li 

hi         1       I      3           1     C.  A  71 

GOAL: 

OBJECTIVE ; 

TAStC;  TiTflm-tnoa  aiid  evaluates  all  Orders  from  a^ncles/ institutions  usin^  monthly  inventory  sheet/warehouse 
comoidiV  sheett  in  relation  to  Federal  State  regulations  and  folloving  S*  0^  V*t  ia  order  to 
detetmlne  vhether  order  is  within  prescrlbe^egal  boundSt  and  can  be  filled* 

PERFORMANCE  STANDARDS 

TRAINING  OOSTENT 

Objective     1    Goal     1       Organizational  Unit 

HBSCBIFSTrEt 

*  Orders  are  evaliiated  accurately  and  completely* 

*  Order  is  evaluated  within  a  reaaonable  amount 
of  time* 

NDHERIClLf 

*  '  All  orders  dxe  evaluated* 

*  Over  X  period  of  timet  federal  representatives 
discover  no  more  tban  X  number  of  orders  ^diich 
are  illegal  and  can  not  be  Tilled* 

TONCTICaUL: 

*  How  to  readi  understand  and  apply  federal  regula* 
tions* 

*  How  to  read/  interpret  fonos  and  figures* 

*  How  to  con^are  rigures^  from  dirrerent  rorms* 

«     f^AA  fi*  T*!*  li*  * 

*  MBB    V*    J!m*    ^*  * 

SPECIFIC t 

.   Xiiowledge  of  pertinent  foxins  and  figures. 

*  IQaowledee  or  pertinent  Federal/state  xegula'tlons . 
.   Biowledge  of  S.  0.  P.  for  «valu«tlttg  order. 
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PERFORMANCE  SXAMDARDS 

TRAINING  CONTENT 

Data   1  People    |  Things 

Data     f  People    \  Things 

1    Reas*    1  Math*     |  Lang* 

F.  -  LEVEL 

W*  F*  -  ORIENTATION 

INSTR*     ]                G*  E.  D* 

TASK  NO. 

2       J    lA         1  lA 

80        1      5          1  15 

3            1     3         (3           I  3 

C.A.  22 

GOAL: 

OBJECTIVE: 

TASK:  Writes/enters/ transcribes  quantity,  size,  type  of  item,  etc*,  from  department  purchase  order  to 

purchase  requisition^  double-checking  costs  and  quantities  and  referring  to  code  charts>   in  order 
to  prepare  purchase  requisition  for  use  by  Central  Warehouse* 

PERFORMANCE  StAin)ARDS 

TRAINING  CONTENT 

DESCRIPTIVE: 

functional: 

Objective        Goal     1       Organizational  Unit 

*  Figures  are  correctly  added>  subtracted* 

*  Information  transcribed  is  legible* 

*  Infopnatlon  entered  Is  accurate  and  complete* 

NUMERICAL: 

*  Only  X  complaints  over  X  time  that  requisition  was 
Incomplete^  inaccurate  or  illegible* 

^  How  to  analyze /Interpret  routine  statistical  data 

*  How  to  transcribe  Information  from  one  source  to 
another 

Coo   ^   V  ^ 

*  u*^*^* 

^  How  to  read/interpret  code  charts/requisitions 

*  How  to  use  a  calculator 

SPECIFIC: 

*  What  Information  to  enter 

*  How  to  use  and  Interpret  Institution's  purchase 
forms 

*  How  to  read/Interpret  charts  Involved 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERLC 


i  Osza   i  People    i  Things 

Data    1  People    1  Things 

f 

Rc£i3.    1   Math.  t 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

IKSTR. 

G.  D. 

TASK  NO, 

^1 

2    t       lA      j  U 

90%         96     I  96 

2 

1       1         1       1  2 

C,A.  23 

OBJECTIVE; 


I 


TASK;    Posts/records  personnel  transaction  information  (i#e.>  Merit  pay  increaaea)  for  individual  employees  ! 
on  card  files  from  file  soiu:ces>  recording:  review  dates>  i4iether  approved  or  disapproved>  and  all 
other  pertinent  data>  so  as  to  maintain  current>  readily  accessible  transaction  files  on  a£ea> 
county  and  Central  office  employees  for  future  reference. 


u 


PERFORMANCE  STANDARDS 


KESCRIFTIVEt 


*  Ihfoxmatloa  xecorded  ia  accurate  and  comrplete* 

*  iDofoxmatlon  Is  recorded  on  correct  cards. 

*  Infonnatioa  is  reco3:ded  vlth  reasonable  speed. 

*  Information  recorded  la  legible* 

MPMBlICiLf 

*  All  pertinent  data  la  recorded* 

*  Less  than  X  complaints  over  X  period  of  time^  timt 
infoxmatl<m  recorded  la  lnccH^lete>  Inaccurate  or 
llleslble* 

*  Information  is  recorded  on  individual  cards  viiMii 
X  period  of  time* 


TRAINING  CONTENT 


Legible  handwriting, 

Ciowledge  of  posting  procedures* 


«    Where  to  record  ixiformatlon* 

*  What  Infoisoation  to  record  and  which  files 
to  use* 

*  Ebowledge  of  personnel  transaction  InfOxma^ 

tlon»  loeanings  of  codea»  abbreviations >  etc. 

*  Pamillarlty  with  personnel  transaction 
informatioa»  i*e*>  ^tdiat  certain  codes  stand 
for>  etc* 


PERgQRMAHCE  STANDARDS 


TRAINING  C0NTE^;T 


ERIC 


I  D2Ca  !  ViOpife  Things 

Data    1  People    I  Things 

1    Reas .    I   Math .     |    Lang » 

! 

W.  F.  -  ORIENTATION 

INSTR. 

G-  E.  D. 

TASK  SO. 

i  ! 

!    2        1         lA     \  2B 

6^             5?6  t 

2 

3               3  2 

C.A.  24 

03 


OBJECTIVE : 


It 


i  — 
t  ^ 

i 


4  H.: 

i  > 


iC 


TASK:    pdetB  on  each  resident's  accoimt  card  the  amoimt  deducted  from  the  accoimt  for  the  reeident^e  aha3?e 
of  his  menially  ei^port^  usixi^  a  postiiig  machine^  checkJung  the  voucher  vhich  listB  the  resident's 
shaare  of  support*  in  order  to  record  the  amount  deducted  and  indicate  the  amount  remaining  in  the 
patient*  s  accoimt* 


PSttFORMANCE  STANDARDS 


,    Vo3^r  adjxiste  and  sets  the  posting  machine  to 
prepare  it  for  posting  the  proper  information. 

*    Accurately  posts  the  amount  deducted  trom  the 
patimt^s  accountr 

NDMERICAL: 

.    Fever  Hban  jC  aocount  cards  are  incorrectly  posted 
because  of  tnaocurate  ad;}ustment  of  the  posting 
maohine  in  time. 

.    Lees  than  X  erroxa  in  posting  are  found  in  X 
number  of  aocomts  in  X  time. 


TRAXN:rN'C  CONTENT 


33 

How  to  operate  a  posting  machine* 
Hov  to  post  num^bers  ^th  few  transcription  :^ 
errors » 


SPECIFIC; 

.    How  to  operate  specific  posting  machine. 
.    S.O.P.  to  follow  for  posting  residents* 
Mcouuts. 


t 


PERFORMANCE  STANDARDS 


TRAIN!  KG  OONTErn 


ERiC 


D^ra    i  feople     j  Thinf;s    \     Data     \  FeOi>Ie    t  Things 


E 


Z3 


ij    Reas.    }   Math.     }    Lang.  | 


J  ! 


!*'.  F,  -  LE\'EL 


1        OA      t  8C96 


F.  -  ORIESTmON 


INSTR 


G.  E.  D. 


t  7AS:<  NO. 


2        |C.A.  '25 


lA 


r 


I  GO.- 


OBJECTIVE: 


j    '  TASK: 

il 


^ansfers  neoeggaiy  data  regaxdin^  monthly  grant  figure  from  oase  reoord  of  olient  to  action 
Sheet  in  order  to  record  and  inform  the  payroll  tinit  of  amount  of  client*  8  monthly  grant. 


O 


!5I 


III 


it 

!  r 


PERrCR^IANCE  STANDARDS 


DBSCRIPglVE: 


.    Accurately  transfers  data  to  action  sheet. 
.    VOrks  vith  reasonable  speed. 
.    Transfers/writes  data  legibly. 

MUMERICALi 

.    Makes  less  iixan  X  errors  in  transferring 

necessary  data  to  action  sheet. 
.    C^ixpletes  task  yj-Hiin  X  amount  of  time. 
.    less  than  ^  of  forms  ^re  illegible/lncocQplete. 
.    All  necessary  data  Is  transferred  to  action 

EOieet  (100%  complete). 


TRAININ^G  CONTENT 


FONCTIQgAL: 


.  Ability  to  accurately  transfer  numbers. 
.    How  to  conrpute  balances/totals. 


3EECIPIC: 

.    Xhovledge  of  use  of  budget  vorksheet/action 
worksheet. 

.    Xhovledge  of  specific  data  to  be  recorded. 


PERgQI^tANCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


Data     [  People    [  Things 

i 

Reas.    t   Mach.      )  Lang. 

y  

* 

j    1                       -  LEVEL 

F.  -  ORIENTATION 

IKSTR. 

C.  E.  D. 

TASK  NO.          !  ! 

1   1     3A    1      lA  U 

2 

2               3  2 

C.A.  26         '  : 

i    I  GOAL: 

i  i 


OBJECTIVE; 


i 


TASK:  Writes  out/types  a  ciieck  for  the  balance  in  patient's  account  viien  notification  is  received,  that 
patient  is  being  discharged,  in  order  to  transfer  money  in  patient's  account  to  patient. 


I  f 


PERFOR>L^NCE  STANDARDS 


SBSCRIFTIVEt 


*  Check  is  written  comrectly  -  information  is  * 
entered  in  appropriate  place* 

*  Check  is  vritten  for  correct  amount* 

*  Vo3^  wii^  reasonable  speed* 

*  Check  routed  to  appropriate  person  for  signature* 
MCTHBRICALi 

*  No  more  than  X  instances  in  X  time  vhen  check  is 
for  vrang  ankount^  made  out  to  yxong  person^  etc* 

*  Check  Is  iBade  out  vlthin  X  amount  of  time  from 
notification  of  pati^t*s  discharge* 

*  T]tom13iorized  ohectlca  are  never  made  out* 


PERFORMANCE  STANDARDS 


FACTIONAL: 


*  How  to  write  a  check     all  information 
reqniredf  etc* 

*  How  to  comjpute  simple  totals/balances* 


i  IS 


*  Office  S*0*P*  for  finding  totalA^^^^  of 
patient's  accounts* 

*  To  whom  check  should  be  routed  for  signature^ 

*  Procedures  for  obtaining:  and  recording  Checkc 
written* 


TRAINING  COIJTEXT 


ERIC 


I 


Data   1  People     \  Things 

Data     1  People    {  Things 

Reas*    t  Hath*     |  Lang* 

W.  F.  -  LEVEL 

W.  F*  -  ORIENTATION 

INSTR. 

G*  E, 

TASK  NO. 

I       I    lA         1  IB 

35            5          1  60 

1 

1    I  1  .  I  1 

C.C.  3 

GOAL: 

OBJECTIVE: 

TASK:  Inserts  magnetic  tape  cartridge  into  selectric  typewriter,  using  correct  tape,  following  operating 
instructions  and  tape  log,  so  that  the  tape  responds  correctly  when  the  ©electric  typewriter  is 
Operated* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Jnit 

DESCRIPTIVE: 

*  Tape  is  inserted  correctly  and  securely* 

*  The  correct  tape  is  loaded  into  the  machine^ 

FUNCTIONAL: 

*  How  to  load  a  magnetic  tape  selectric  typewriter 

*  How  to  read  a  tape  log 

3^11     1       Organizational  1 

NUMERICAL: 

*  Over  X  period  of  time,  the  tape  is  inserted 
incorrectly  not  more  than  X  number  of  times* 

*  Over  X  period  of  time>  the  incorrect  tape  is 
inserted  no  more  than  X  number  of  times* 

*  Machine  is  loaded  in  at  least  X  minutes* 

SPECIFIC: 

*  Knowledge  of  operation  of  office  magnetic  tape 
selectric  typewriter 

*  Office  tape  log  and.^its  location 

*  Location  of  tape  cartridges 

PI 

s 

Objective    I  G< 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   1  People    1  Things 

Data     1  People     {  Things 

Ij    Reas*    1  Math*      [  Lang* 

F.  -  LEVEL 

F*  -  ORIENTATION 

INSTR.                       G*  E-  D. 

TASK  NO. 

2      1      lA      .        2B  J 

-     50            5  '       1  45 

2         I       2         [      1          t  2 

C*C*  4 

GOAL; 

OBJECTIVE: 

TASK;  Types  from  dictating  machine  summaries/notes/reports,  using  specified  format  for  each  report,  in 

order  to  have  a  written  record  of  these  reports*  / 

Objective     |    Goal     |    .   Organizational  Unit 

PERFOKMANCE  STANDARDS 

DESCRIPTIVE; 

*  Reports  are  neatly  and  accurately  typed* 

*  Proper  format  for  each  report  is  followed* 

*  Typing  errors  are  corrected  neatly  and  report 
i3  legible* 

NUMERICAL; 

*  Report  is  completed  by  deadline* 

*  All  typing  errors  are  corrected* 

*  No  more  than  X  complaints  are  received  from 
dictator  that  report  was  transcribed  incorrectly 
over  X  period  of  time* 

TRAINING  CONTENl' 

FUNCTIONAL; 

*  How  to  type 

*  How  to  transcribe  from  a  dictating  machine 
SPECIFIC; 

*  Knowledge  of  specific  format  for  each  kind 
of  report 

*  Knowledge  of  how  to  operate  dictating  machine 

*  Knowledge  of  location  of  supplies 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    1  Things 

Data     i  People    \  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  D. 

TASK  NO. 

2      1     lA  2B 

60         !         5  1 

,        I       .         I  2 

C.C,  5 

GOAL  I 

OBJECTIVE: 

TASK*  Types  case  progress  reports/face  sheets/narratives/discharges/miscellanepus  correspondence  following 
agency  S.O.P.*s  ^nd  referring  to  manuals  for  format,  checking  for  completeness  and  accuracy  of  infor- 
mation as  needed  in  order  to  prepare  accurate,  legible  copies  of  handwritten  documents. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective     |    Goal     1       Organizational  Unit- 

DESCRIETIVE; 

.  Types  accurately  using  prescribed  formats  for  each 
type  of  document. 

,  Completes  each  document  with  reasonable  speed. 

.  Is  familiar  enough  with  format  and  content  require- 
ments for  each  document  that  worker  can  catch  gross 
errors  of  omission  or  inaccuracy. 

NUMERICAL; 

.  In  X,time>  fewer  than  X  number  of  complaints  from 
office  staff  about  misspelled  words>  format  errors^ 
or  typing  errors. 

Worker  correctly  identifies  manual  sources  for  each 
form  at  least  2P*       time.  ^ 

FUNCTIONAL: 
.  How  to  type 

.  How  to  read  manual  typing  instructions 
.  How  to  identify  gross  departures  from  manual 
instructions 

SPECIFIC ; 

.  Which  manuals  apply  to  each  form/other  documents 

used  by  office  secretaries 
.  Location  of  .forms >  paper>  supplies  ' 
.  Procedures  to  follow  when  omissions^  inaccuracies 

on  forms  are  suspected/Identified 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


t  i 


Dsca    t  People     |  TUini^s 


Data     I  Veopl<i    [  Things 


LEVEL 


O^IIENTATION 


I 


2B 


55%    1    5%  \ 


II    Reas.    t   Math.     [  Lang^ 


INSTR. 


E.  D- 


I 


TASK  NO. 


C.C.  6 


-!  ( 


OBJECTIVE: 


t  r 


t  El 

ii 
1=1 


1?: 


X^.SK:   Q^es  lletd       naiaee  and  addresdes/lettersr  memosr  etc*  on  a  ma^pietic  tape  selectric  typewriter^ 
pressing  or  turning  the  appropriate,  keys/  l^uttons,  or  dials  which  activate  the  machine,  followiB^r 
tile  operating  inatructione  and  tile  format  for  varioiis  typed  of  communications!       that  the 
communication  (letter,  memo,  list,  etc*)  is  recorded  on  the  tape  correctly,  or  is  transferred 
flrom  the  tape  to  the  machine's  typed  communication  accurately  and/or  ie  addreeeed  to  the  epecified 


BBSCRIFTIVE: 


Information  ia  recorded  accurately,  skillfully  and 
thoroughly* 

Operates  the  machine  skillfully  and  knowled^ably* 
Information  ie  transferred  in  a  reasonable  amount 
of  time*  5 


MUHERICAL: 

*  No  exxosTs  or  omiseions  are  discoveired  hy  ei^r^ 
visor  on  eltiier  the  tapes  or  the  l^rped  communi* 
cations* 

*,   Over  X  period  of  time,  the  voricer  causee  the 
Tnfl/>vi<Tio  to  malfunction  no  more  than  X  number  of 
tlmee* 

*  X  lilies  of  information  axe  tranafexred  onto  tai>e 
on  X  number  Of  typed  eheets  in  X  amotint  of  time* 


TRAIN'ING  COfHENT 


FDNCTIOajfAL; 

*  How  to  operate  a  magnetic  tape  eelectric 
typewriter* 

*  How  to  detezmine  if  a  ma^etic  tape 
Selectric  typewriter  ia  functioning 
properly- 

*  How  to  remedy  any  errors  on  the  tape  and/or 
on  the  typed  communication* 

*  How  to  type  accurately  at  60  works  per 
minute* 

SPEOJFXQi 

*  Knowledge  of  operation  of  office  magnetic 
tape  seleotrio  l^rpewriter* 

*  Information  which  should  be  recorded  on  tape 
and/or  typed  comnunicatiOn* 

*  Format  for  various  types  of  office  conntuni- 
cations* 


PERFORMANCE  STANDARDS 


TRAINING  CON-iEK? 


^1 


ERLC 


Data   1  People    |  Things 

Data    (  People-   [  Things 

1    Reas*    1   Math.     |  Lang. 

1     Objective    1    Goal     1       Organizational  Unit 

W,  F,  -  LEVEL 

W,  F,  *  ORIENTATION 

INSTR. 

G.  £.  D. 

TASK  NO. 

2      1     U       1  2B 

i      65%     !     5%        1  30% 

3 

C.C.  7 

GOAL: 

OBJECTIVE: 

1 

H 

CO 

i 

M 

S 

. 

TASK:  Types  and  edits  letters,  forms,  aieinos,  and/or  manual  pages  from  a  dictaphone,  rough  draft,  form 

letter  and/or  information  from  account  books,  referring  to  a  dictionary^  and  working  from  a  knowl- 
edge of  appropriate  word  usage,  sentence  structure  and  punctuation,  in  accordance  with  S.O*P*  and/or 
Director's  instructions.  In  order  to  prepare  memos,  manuals,  forms  In  final  form. 

4 

PESFORMAKCE  STANDARDS 

DESCRIPTIVE! 

*  Letters,  etc*,  are  transcribed  accurately  and 
neatly* 

*  Letters,  etc*,  are  transcribed  within  a  reasonable 
amount  of  time* 

NUMERICAL:  i 

*  Of  the  X  number  of  forms,  etc*,  transcribed,  a 
minlmim  of  X  number  are  transcribed  within  X 
minutes*  *" 

*  more  than  X  number  of  complaints  from  people 
receiving  letters,  etc*,  of  inaccuracies  or 
illegibility* 

TRAINING  CONTENT 

FUNCTIONAL: 

*  How  to  type  60  words  per  minute* 

*  How  to  use  a  dictaphone* 

*  Knowledge  of  wDr4  usage,  sentence  structure, 
and  rules  of  punctuation* 

SPECIFIC: 

*  Knowledge  of  office  typewriter,  dictaphone, 
form  letters,  account  book  and/or  dictionary* 

*  Knowledge  of  Director's  handwriting  and 
instruction* 

*  Knowledge  of  S*0*P*  for  transcription* 

PESFORHUiCE  STANDARDS 

TRAINIHG  CONTENT 

1  Data   1  People    t  ThinRS 

Data     {  People    J  Things 

■  i 

Reas.     1   Math.      |  L.-^ng. 

i 

W.  F.  -  tZVZL 

W.  F.  -  ORIENTATION 

ISSTR. 

G.  E-  D. 

TASK  NO. 

i 

2    1      lA      1  2B 

2 

2                1  2 

CJZ,  8 

GO.KLi 

OBJECTIVE: 

TASK:   IS^es/ transcribes  personnel  information  concemin^r  class  title,  position  number,  salary  step  and 
grade,  effective  date,  pay  Mview  date,  etc.  fxom  file-BOTirces  to  specified  personnel  forms, 
acting  vpoa  requests  from  Central  office  and  county  offices,  doiible  checking  completed  forms, 
in  order  to  complete  and  forward  forms  to  Merit  Employment  office  for  approval  of  personnel 
transactions. 
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PERFORMANCE  STANDARDS 


JSSGBXFFIVS: 


Infoxmatlon  Is  tapped  and  transcribed  accurately 
and  tborougbly*  - 

lofoTmation  is  typed/transcribed  in  reaaonable 
time* 

Specified  personnel  forms  are  le^ble  and  neat* 


*  All  code  numbers^  dates^  etc*  axe  accucately  and^ 
ocoDplately  transcribed* 

*  Infoxnation  is  transcribed  vltbtn  X  asiount  of  time 


PERFORMANCE  STANDARDS 


TRAINING  CONTEKT 


rONCTIONAL; 


*    How  to  type  forms/documents. 


3EBCIEIC! 

*    The  information  to  be  tiransCribed* 
«    Where  to  locate  files* 

«  Familiarity  with  personnel  forms  and  infoi>- 
mation  to  be  placed  on  them  (special  codes^ 
etc. )* 


TRAtKXKG  CONTENT 


5} 


er|c 


I  I 


Data   1  People    i  Things 

Data     1  People    {  Things 

1    Reas.    1  Math.     |  Lang. 



h — 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G*  E*  D* 

TASK  NO* 

2       I     lA         1  2B 

2S        1.5           i  70 

1 

2               2          I  2 

C*C*  9 

GOAL: 

OBJECTIVE: 

TASK:  Starts,  feeds,  stops,  adjusts,  operates  a  copy  machine.  Insuring  that  the  correct  amount 
in  the  machine  and  following  S*0*P-  In  order  to  make,  upon  written  or  oral  request,  the 
number  of  copies  of  forms,  reports,  news  articles,  or  workboolcs* 

of  paper  is 
necessary 

PERFORMANCE  STAKDARDS 

TRAINING  CONTENT 

Inscriptive: 

functional: 

> 

& 

*— t 

c 

*  Correct  number  of  copies  made  available  within 
reasonable  time* 

*  Efficiently  operates  the  copy  machine* 

*  Alert  to  machine  malfunctions* 

NUMERICAL; 

*  How  to  operate,  a  copy  machine 

*  Knowledge  of  collating,  assembly 

SPECIFIC; 

*  Knowledge  of  agency  S*0*P*  for  ordering  dupli- 
cating services 

< 

Objective    |    Goal     i  Organizatl^ 

*  Ho  more  than  X  copies  are  ruined  per  100  copies 
because  of  operator  error* 

*  Over  X  amount  of  time,  fewer  than  X  complaints 
about  incorrect  number  of  'copies* 

*  Knowledge  of  the  particular  office  copy  machine 
^  Knowledge  of  size  of  paper  needed 

*  Knowledge  of  storage  for  supply  materials 

s 

.  * 

PERFOKMNCE  STAKQARDS 

TRAINING  CONTENT 

Data   I  People     |  Things 

Data     1  People    {  Things 

Reas.    I  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  »0. 

2      I      lA       1  2B 

55      1      5          1  40 

2 

C.C.  10 

GOAL: 

OBJECTIVE : 

TASK;  Records  data  from  a  written  draft  onto  a  magnetic  tape,  using  a  magnetic  tape  selectric  typewriter, 

making  corrections  if  necessary,  following  operating  instructions  and  the  established  formats  for  ^e 
various  types  of  communications,  in  order  to  '^program**  or  transfer  data  onto  the  tape.  / 
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FERFORMAKCE  STAKDARD5 

DESCRIPTIVE: 

-  Data  transferred  onto  the  tape  is  accurate  and 

consistent  with  the  established  format. 
.  Machine,  especially  the  tape  section,  is  operated 

skillfully,  correctly,  and  in  accordance  with 

operating  ins true tiOBS.  < 
.  Transfer  of  data  is  completed  in  a  reasonable 

amount  of  time. 

NUMERICAL: 

.  Mo  errors  are  discovered  on  tape. 

.  Over  X  period  of  time,  the  machine  is  mishandled 

no  more  than  X  number  of  times. 
.  Over  X  period  of  time,  at  least  X  number  of  lines 

are  transferred  onto  tape. 

TRAINING  CONTENt 

FUNCTIONAL: 

.  How  to  type  accurately  at  60  words  per  minute 
.  How  to  operate  a  magnetic  tape  selectric  type- 
writer 
.  How  to  read 

SPECIFIC: 

.  Knowledge  of  data  to  be  transferred  onto  tape 
.  Specified  format  for  that  type  of  commini cation 
.  Operation  of  office  magnetic  tape  selectric 
typewriter 

.  Location  of  supplies,  tapes,  paper,  etc. 

1 

H: 

1-1 
< 

1-1 
s: 
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Objective    |  Go 

PERFORMAKCE  STANDARDS 

TRAINING  CONTENT 

Data 


.1  Thing! 


Data     I  People    [  Things 


Rcas,    I  Math>     |  Lang^ 


■W.-F.  -  LEVEL 


W.  F,  -  ORIENTATION 
1  ^ 


INSTR» 


E.  D. 


TASK  NO. 


'L 


IK 


65 


30 


I 
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C*C*  11 


GOAL; 


OBJECTIVE! 


TASK;  Assembles/collates  various  pages  of  typed/ duplicated  reports,  attaching  pre^prlnted  front  sheet  when 
applicable,  and  checking  to  see  that  there  are  enough  copies  of  each  report  in  response  to  order,  and 
following  S.O.P.  In  order  to  ensure  that  the  reports  are  complete  and  in  an  easy*>tO"tiandle  form* 
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PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

*  Pages  are  assembled  In  numerical  order^ 

*  All  Copies  have  all  pages  of  report 

.  Reports  are  attached  together  in  prescribed  manner. 
.  Reports  are  assembled  In  a  reasonable  amount  of 
time. 

NUMERICAL: 

.  All  reports  are  complete. 

.  No  more  than  X  complaints  are  received  that  there 
are  pages  missing  frottt  report  or  that  report  is  not 
attached  together  correctly. 

.  Report  Is  collated  In  X  amount  of  time. 
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o 
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TRAINING  CONTENT 

FUNCTICaJAL: 

.  How  to  collate  pages  in  numerical  order 
.  How  to  attach  pagfes  together 
.  See  G.E.D. 

SPECIFIC: 

,  Knowledge  of  What  reports  require  pre-prlnted 
front  sheet 

.  Knowledge  of  S.O.P*  for  assembling  and  attaching 

pages  of  report 
,  Knowledge  of  When  report  has  to  be  assembled 
«  Knowledge  of  disposition  of  assembled  report 
.  Knowledge  of  required  number  of  each  report 
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PERFORMANCE  STANDARDS 


TRAINING  COHTEHT 


ERLC 


I  Data  1  PeOEjle 
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Things 


Data     j  People    1  Things^ 


Reas .    I  ^fath .     \    Lang . 


-  LEVEL 


W.  F.  -  ORIENTATION 


IHSTR. 


G.  E.  D. 


TAS:<  KO. 


I 


TT 


BC96    t      596  ^ 


GOAL: 


OBJECTIVE: 


TASK:    Boutes  budget  wxkaheet,  conoputations  and  action  aheet  to  auperviaor/payroll/fllest  following 
a^ncy  S,0,P, ,  in  order  to  provide  data  necessary  to  process  for  afprovalt  payment,  and  for 
filing  of  data  in  client's  case  record* 


&. 


■3 


t 

IffiSCRlPTlVE: 


PERP0RM\1JCE  STANDARDS 


*  Voika  wilb  zeaaonaUe  apeed* 

*  Aoouratel^  xoutee  materiala* 

HDMgRICiL? 

^   Budeot  voxkebeetot  ooiqiutations  and  action  abeet 
AM  Touted  to  aspxppriate  paxaonnal/oftioe  1009^ 
of  -Qia  tiniei^ 

*  Voxicar  xoutea  m&terlala  pron^tl^  ^  of  the  time* 


gERFORMAKCE  STANDARDS 


TRAIltING  CONTE^rr 


*  &v  to  pxapaxe  material  for  routiner* 

*  See  G^E^S* 

.    Agency  S.O.P.  for  routing  apeolfled 

materials^ 

^    Knovledfle  of  forma  axe  routed  to 

specified  unite * 


TRAINING  CONTENT 


ERIC 


Data   1  People    |  Things 

Data    1  People    (  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  lEVEL 

F.  -  ORIENTATION 

INSTR,. 

E.  D. 

TASK  NO- 

IB    I       2       1  11 

60     1      35        t  e 

3 

3       1       3      I  3 

C,.G.  10 

GOAL: 

OBJECTIVE; 

TASKigchedules/taakes  airpointments  by  phone  for  patients  ,  to  be  X'-rayed  at  the  institution  and  elsewhere, 
considering  the  length  of  time  required  for  each  x-ray  and  the  probleins  involved,  allowing  time 
for  pereuading  anxiovs  patients,  following  S.  0.  P.  in  order  to  arrange  the  day*s  appointments  for 

mp-vTmiMn  xt3B  Ot  time* 

M 

FERFORMANCE  STANDARDS 

IKESCRIFTIVE; 

*    iZlows  enou^  time  for  each  x-ray  requested 

.    Courteous  vhen  apeaklng  on  the  phone. 

.    Orderly  and  dependable  in  scheduling  appointment. 

TRAINING  CONTENT 

f^CTIONAL: 

.    How  to  schedule  appointments 
.    Telephone  manners. 

.    Length  of  time  reqiiired  for  talcing  x-rays 

> 

W 
H 

Objective    1    Goal      |       Organizational  1 

NDHEBICIL: 

.    ye\tex  than  x   appointments  overlap  in  X  period  of  , 
time, 

.    Fever  than  x  conplalnts  of   telephone  manner 
over  X  period  of  time. 

SIECIPIC! 

.    .    Knowledge  of  time  needed  for  specific  x*ray* 
.    How  much  time  iB  needed  between  appointments. 

-        How  to  budget  time. 

.    fiotf  to  schedule  around  emergencies. 

< 

m 

c 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective        Goal             Organizational  Unit             '  \ 

Data   1  People    |  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

3B      f   2            1  lA 

65               20         1  15 

3 

3           1    3  3 

C.G.  13 

GOAL: 

OBJECTIVE: 

> 
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— 

TASKt  Telephones  for  hotel/motel  accormnodations  or  transportation  reservations  in  response  to  requests  of 
staff  members,  and  records  expenses,  following  S«0«F«  for  price  guidelines,  use  of  telephone,  etc*,.' 
in  order  to  make  travel  arrangements  for  staff  members.  / 

FERFORMAKCE  STANDARDS 

DESCRIPTIVE: 

•  Worker  makes  calls,  telephones  for  reservations  well 
in  advance^  as  possible. 

•  Expenses  for  rooms,  transportation  are  noted* 

.  S.O.P.'s  for  price  guidelines  are  followed,  where 
possible. 

NUMERICAL: 

•  In  X  time  fewer  than  X  number  of  complaints  from 
workers  that  requested  reservations  were  not  made, 
or  made  incorrectly* 

.  In  X  time,  fewer  than  X  number  of  instances  where 
worker  has  failed  to  record  expenses. 

TRAINING  CONTENt 

FUNCTIONAL: 

•  Techniques  of  proper  telephone  consnunication 

.  How  to  make  motel/hotel/transportation  reserva* 
tions 

.  How  to  interpret  expense  guidjelines 
SPECIFIC: 

•  Agency  guidelines  for  expenses 

.  Agency,  regulations  for  use  of  telephone 

.  Staff  members  authorized  to  request  reservations 

.  How  expenses  are  recorded 

.  What  to  do  if  expenses  exceed  the  normal  guide* 
lines 

PERFOEMfcNCE  STANDARDS                                                                   TRAINING  CONTENT 

Data    I  People    1  Things         Data     |  People    {  Things 


Reas.    I  Math.      |  Lang. 


W.  F.  -  LEVEL 


W.  F.  -  ORIENTATION 


INSTR. 


G.  E.  0. 


TASK  m^v 
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GOAL^ 


OBJECTIVE; 


TASK;  Calls/talks  to  registration  clerk,  providing  identification  information  of  recent  applicants  for 
service  in  order  to  check  for  previous  contact  with  the  agency. 
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PERFORMAKCE  STANDARDS 

DESCMPTIVE: 

.  Worker  requests  information  in  a  palite  manner. 
.  Correct  information  is  conveyed  to  registration 
unit. 

HUMERICALT 

.  Registration  unit  is  contacted  within  X  period  of 
time. 

.  No  more  than  X  complaints  arise  in  X  days  that 
worker  provided  inaccurate  information  in  request* 
ing  file  search. 


training  comtent 

functional; 

.  Good  telephone  manners 

.  How  to  relate  Information  as  to  services  desired 
SPECIFIC: 

.  Telephone  numbers  to  use 
.  Client's  name  and  request 

.  S.O.F.  for  calling  registration  and  clearing  for 
previous  contact  with  agency 
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PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


I 


Data   i  People    I  Things 

Data    {  People    {  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  •  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

2       \   2            1  lA 

65          i     25         t  10 

2 

2          1    1            I  3 

C.G.  20 

GOAL: 

OBJECTIVE; 

TASK:  Calls  In/telephones  press  releases  to  the  area  news-media  (radio/newspapers)  reading  the  prepared 

statement  to  the  proper  personnel,  following  agency  S.O.P.^  releasing  only  specified  information  as 
directed  by  supervisor  in  order  to  provide  informtion/satisfy  demands  for  information. 

i 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

TRAINING  CONTENT 

FUNCTIONAL : 

1 

ional  Unit 

.  Worker  is  pleasant  and  courteous. 

.  Carefully  follows  directions  releasing  only  prepared 

and  approved  information. 
.  Speaks  clearly. 
.  Written  release  is  legible. 

WIJMFPTPAT  • 
m  <j  n&  rtx  wA  u  * 

.  Technique  in  proper  telephone  communication 
.  How  to  speak  clearly  and  distinctly 

SPECIFIC: 

.  Knowledge  of  agency  S.O.P  for  press  releases 
.  When  and  to  whom  to  release  information 

H 
< 

Objective     |    Goal      )  Organi;;at 

.  Never  releases  unauthorized  information.' 
.  In  %  period  oftime^  fewer  than  X  valid  complaints 
about  worker*s  manner. 

o 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   !  People    !  Things 

Data     1  People    (  Things 

\    Reas.    I  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATIO^' 

INSTR. 

G.  E.  D. 

TASK  NO, 

3B     I      lA  2A 

3 

3        i      1          I  3 

C.H.  7 

GOAL: 

OBJECTIVE; 

TASK:  Searches  files,  checks,  pulls  records  o£  eXigibles  for  employment^  according  to  score,  residence, 

geographic  area  of  availability^  class,  and  employment  status,  in  accordance  with  S.O.P.  in  order  to 
prepare  the  list  to  be  typed  and  mailed  to  the  agency* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENt 

Objective     1    Goal      |    ,  Organizational  Unit 

DESCRIPTIVE: 

.  Cards/lists  assembled  are  complete, .correct. 
.  Cards/lists  are  assembled  in  reasonable  time. 

NUMERICAL: 

.  Names  are  out  of  order  2  .times  per  100  during  first 
six  months;  1  time  per  100  second  six  months^  and 
thereafter,  no  names  out  of  order,  resulting  in 
the  niring  ox  an  ineiigioie  candidate. 

.  No  more  than  X  typing  errors  or  transfer  errors. 

FUNCTIONAL: 

.  How  to  read  and  understand  complicated  manual 
material 

.  How  to  sca|i  and  pick  up  information  quickly 
.  How  to  use  a  map 

SPECIFIC: 

.  Knowledge  of  information  to  be  typed 
.  Knowledge  of  how  order  of  names  is  determined 
.  How  to  translate  information  on  register  card  as 
it  applies  to  certification 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


1    Objective    i    Goal     1       Organisational  Unit"  i 

Data   1  People    |  Things 

Data    1  People    \  Things 

1 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

2        1     lA         1  tA 

85      J  5           i  10 

2 

2         L  1  3 

C.H.  8 

goal; 

objective; 

i 

i 

< 

o 
. 

TASK:  i^ecords/notes/updates  changes  on  the  table  of  organization  for  the  agency/institution,  changing 

classifications  when  notified  of  reclassification  by  Merit,  adding  and  deleting  positions  as  they 
are  allocated,  upon  notice,  follotfing  agency  S.O.P.,  in  order  to  maintain  an  accurate  record  of  all 
allocated  positions,  Table  of  Organization  (tO)  for  the  agency/institution. 

PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Promptly/accurately  malces  changes  on  the  T.O*  as 

they  occur. 
.  Works  with  reasonable  speed. 

NUMERICAL; 

.  Changes  are  made  within  X  period  of  time  after 
notification. 

.  In  X  period,  of  tirne^  fewer  than  X  errors  are  found 
on  the  T.O. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  maintain  accurate  records. 
SPECIFIC: 

.  Location  of  work  materials 
.  Official  notification  of  changes 
.  How  to  reflect  changes  on  T.O. 
.  Knowledge  of  agency  S.O.P* 

PERFORMANCE  STANDARDS                                                                 TRAINING  CONTENT 

I  i 
I 

t 


Data   I  People    |  Things 

Data    I  People    [  Things 

Reas.    i  Math.     I  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO* 

I     lA         1  lA 

55        1     5           \  1^0 

3 

3         1      1  3 

C.H,  9 

GOAL: 

OBJECTIVE: 

TASK:  Posts  all  changes  In  manuals  as  they  are  received,  checking  posting  monthly  against  master  change  list 
and  ordering  any  changes  which  check  reveals  are  not  posted  accurately^  or  at  all^  in  order  to  main* 
tain  the  current  regulations  in  the  manual. 
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PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

.  Worker  posts  changes  in  manuals  wlt;hin  reasonable 

amount  of  time  after  receipt. 
.  Worker  exercises  care  in  posting  changes  in  correct 

manual,  at  correct  place  in  manual. 
.  Checks  master  list  carefully  for  missions  from 

posting  completed  in  last  month. 

NUMERICAL: 

.'Review  by  supervisor  reveals  nO  changes  posted 
incorrectly. 

.  Changes  ate  always  posted  within  X  nximber  of  days 
of  receipt. 


training  content 

functional: 

.  How  to  read,  interpret  regulatory  material , 
deleting,  substituting  current  issuances  for 
superceded  material 

.  How  to  read  critically 

SPECIFIC! 

.  Location  of  manuals 

.  Instructions  for  posting  changes  in  manuals 
.  How  to-order  missing,  Incorrect  change  inserts 
.  Knowledge  of  how  manuals  are  used  in  office 
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gERFORMAMCE  STAMEARDS 


TRAINING  CONTENT 


ERIC 


Data   t  People    |  Things 

Data     1  People    [  Things 

Reas.    It  MaCh.     }  Lang. 

W.  F.  -  LEVEL 

W\  F.  -  ORIENTATION 

INSTR^ 

G.  E.  D. 

TASK  KO. 

3B     (      lA  2A 

80             5          \  15 

2 

2        1      1          I  3 

C.H.  10 

GOAL: 

OBJECTIVE ; 

! 

TASK:  Gathers /arranges  reports /out side  information/files  working  from  a  schedule,  concerning  inmates 

scheduled  to  appear  before  the  parole  board,  arranging  each  file  In  a  specific  order,  and  arranging 
the  complete  files  in  the  order  of  inmates^  appearance  before  the  parole  board  In  order  to  provide 
al*l  available  information  when  making  documents  available  for  Parole  Board  deliberations. 

t 

i 

i 
! 

PERFORMANCE  STANDARDS 

TRAINING  CONTEND 

ADMINISTRATIVE  INFO.  | 

Objective    |   Goal     \    .  Organizational  Unit 

DESCRIPTIVE: 

,  Prepares  a  complete  file  on  each  inmate  containing 

all  meaningful  information  available. 
.  Arranges  the  files  in  the  order  the  parole  board 

prefers. 
.  l/orks  with  reasonable  speed. 

NUMERICAL: 

.  Fewer  than  X  complaints  each  time  the  parole  board 
meets  that  all  information  was  not  available,  or 
that  file  arrangements  were  not  in  order. 

.  Always  has  materials  ready  when  the  parole  board 
meets. 

- 

FUNCTIONAL: 

.  How  to  research  files  for  specific  data 
.  See  G.6.D. 

.  How  to  respect  confidential  material 
SPECIFIC: 

.  Where  to  find  information/reports  for  parole 
board  use 

.  List  of  Inmates  who  are  scheduled  for  parole 
hearing 

.  When  the  parole  board  is  scheduled  to  meet  at 

the  inistitution 
.  Filing;  arrangement  preferred  by  the  parole  board 

.  

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

j   '  Dcca  i  People    \  Things    [     Data    j  People    [  Things 


j    Roas.    I  Math.  | 


I 


ang. 


3B  1 


W.  F.  -  LE'.^L 


lA 


I 


INSTR. 


G.  E.  D. 


TAS:<  XO. 


lA 


809^ 


109^     \  109^ 


T 


T 


C.H.  U 


o 


GOAL; 


OBJECTIVE ; 


TASK!    Gathers/collects- data  on  area  and  county  enqployee  perfoxmance  evalxiationsi  entering  data  on  card 

file,  noting/listing  employees  fox  -kitiom  current  evaluations  are  not  available,  in  order  to  initiate 
necessoxy  action  "by  siipervisors* 


II 


PERFOmyCE  STANDARDS 


*  Task  Is  perfoisned  with  reasonable  i$peed* 

*  3>a^  oollecl^d  Is  accurate  and  conrplete* 

NDHERIGALi 

*  Only  X  number  of  administrators  conrplain  about 
beine  requested  to  send  in  infoxmation  already 
sitfamitted* 

*  Over  X  period  of  time,  no  more  than  X  overdue  are 
not  noted  by  voxker* 


TRAINING  CCms:? 


FDNCTIOMAL; 

*  Hov  to  use  card  file. 

*  How  to  perform  routine  clerical  functions* 
SEBCIFIOi 

*  Agency  requirements  for  employee  performance 
evaluations* 

*  Agaacy  S*0*P*  for  indicating  action  to  be 
taken  by  en^loyee  supervisors*  ' 


■r.t 


PERFORMAKCE  S-TAKDARDS 


TRAINING  co;jte;:t 


ERIC 


Data  I  Peppier  {  Things 


Data    t  People    1  things 


Roas^     I   Math.      \  Langt 


-  LEVEL 

I 


F,  -  ORIESTATIOH 


G,  E,  D. 


TASK  MO. 


lA 


U 


I 


I 


C.H.  12 


GOAL; 


OBJECTIVE! 


TASK:    Stiters  new  data/maintaina  resoiarce  handboolcs  (iCIKJA  handbook  of  clubs  and  organizations  and  Inter- 
agency 338ndbook)f  in  order^to  provide  infoxination  on  available  resources* 


c 


I 


o 


> 

U 

O 

a 

JC 

O 


PERFORMANCE  STANDARDS 


IBSCBIFnVEt 


.  Information  is  accurate^  pertinent  and  coi^plete* 
.    Information  is  current. 

MDMEBIOALt 

.    All  (10096)  appropriate  information  is  entered. 
.    Information  is  entered  within  X  working  days  of 
receipt. 


TRAINING  CONTENT 


FONOTIONAIi; 


.    How  to  select  pertinent  information. 
.    How  to  organize  infonnation. 

SgECIFIOt 

.    Caowledge  of  agen<^  guidelines  as  related  to 
task. 

.    Ehowled^  of  resouroe  handbooks^  lAiat  IShey 

Contain. 
.    Xhowled^  of  resoU3?ces. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


I)n t  P(.-ot>lo  I  TiiiDf^i; 
~2' 


W.  F.  -  LEVEL 


Ik 


Dot?t     I  Peopl.e     f  Things 


W.  F.  -  ORIH^TATION 


8096 


IHSTR.  "1  C.  E.  D.  TASK  ^;0. 


T 


c^n*  13 


OBJECTIVE: 


TASK;       Maintains  -up-to-date  map  of  school  diatricta  in  the  coxmtyj  ahowing  locations  of  footer  homes  >  in 
order  to  provide  assistance  in  locating  foster  homes  in  specific  areas* 


PERFORMANCE  STANDARDS 


lESCRIPTIVEx 

*  Infozmation  used  on  map  is  accurate »  coinplete 
and  pertinent* 

*  Hap  is  Icept  ^;qp^to-date* 

HDMEMCAL! 

*  Vas  shows  correct  location  of  at  leaat  X  out 
of  X  foster  homes* 


TRAINING  CONTENT 


*  How  to  follow  instructions* 

*  How  to  select  pertinent  infonnation* 

*  How  to  chart  information  on  a  map* 

SgECIFIO 

*  Enowled^  of  geographical  layout/school^dls^ 
trictsAoc*ttions  of  foster  homes  in  ccmmmlty/ 
County* 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


Data   (  People     \  Things 

Data     1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

2       I      lA  2B 

80       1       5        1  15 

2 

2              1          I  2 

C.I.  9 

goal: 

OBJECTIVE ; 

TASK:  Wrltes/types/transcrlbes  data/ code  numbers  on  the  allocation  list  of  all  positions  In  the  agency, 
adding  new  employees/posltlons/deletlng  retirees/vacant  positions,  listing  new  allocations  from 
personnel  forms,  adjusting  pay  grades  as  employees  advance.  In  order  to  provide  the  correct  coding 
for  Data  Processing  needs. 

Objective    I    Coal     ]       Organizational  Unit 

PERFORMANCE  S7Ain>ARDS 

JiESGRIPTIVE; 

.  Accurately  inserts  the  correct  code  number  In  the 

correct  location  on  the  list* 
.  Is  thorough/complete  In  coding  all  available  or 

known  changes. 
•  Works  with  reasonable  speed. 

.    Tn  X  hliti^  ^    1  ^ss        'in  X  Inclden  ts  of  In  fnrTn/i^  1  on 

rejection  by  the  computer  due  to  Incorrect  code 
.    numbers  and  positions. 

.  All  changes  are  coded  In  X  tine  after  receiving 
notification  of  the  change. 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  accurately  copy  multiple  digit  numbers 
.  Knowledge  of  coding  procedures 
.  Minimal  knowledge  of  ADP  procedures/processes 
.  How  to  type 

SPECIFIC: 

.  Departmental  S .O.P.  for  changing  code  numbers 

(I.e.,. how,  when,  and  where) 
.  Allocations  list  format  for  the  proper  listing 

of  all  changes 
.  Some  understanding  of  how  this  Information  is 

to  be  used  by  Data  Processing 

> 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   I  People     |  Things" 


Data     j  People    {  Things 


]     Reas.    I   Math.      |  Lang. 


W.  F.  -  LEVEL 


T 


I 


W.  F.  -  ORIENTATIOK 


INSTR. 


G.  E.  D. 


TASK  NO. 


T 


_L 


65 


30 


T 


I 


C.I.  10 


GOAL  J 


objective: 


TASK:  Locates  equipment  and  furniture^  checking  the  inventory  list  for  the  proper  location^  changing  the 
inventory  list  as  necessary,  to  reflect  equipment  and  furniture  transfers  to  different  areas  in  the 
agency/institution>  checking  the  location  of  all  equipment  and  furniture  on  the  inventory  list  in 
order  to  verify  the  inventory* 


n 

u 
o 


PERFORMANCE  STANDARDS 

DESCRIPTIVE: 

,  Completely/ thoroughly  checks  the  inventory. 
.  Works  with  reasonable  speed. 

HUMERICAL: 

.  All  equipment  and  furniture  is  accounted  for  at 
the  completion  of  the  inventory. 

.  Upon  a  spot  check  after  an  inventory^  less  than 
X%  of  the  equipment  and  furniture  is  not  in  the 
location  as  listed  on  the  inventory  sheet. 

.  Completes  the  inventory  in  X  days. 


C3 

o 


z 

U 
O 


TRAINING  CONTENT 

functional: 

.  How  to  read/interpret  a  list  of  data  with  a 

nuniber  of  variables 
.  See  G.E.D. 

SPECIFIC: 

.  How  to  Ipcate  furniture,  etc.>  when  It  is  not 
found  in  the  location  listed  on  the  inventory  ^ 
list  (i*e.>  the  most  logical  place  to  search) 

.  The  specific  method  of  identifying  the  equipment 
and  furniture  in  the  Institution 

.  S.O.P.  for  institutional  inventory  (i.e.>  when 
priority  of  procedures^  etc.) 


H 
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PERFOBMAHCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


1 


Data  1  People    |  Things 

Data     (  People    |  Things 

1    Reas*    1  Math*     \  Lang* 

W.  F.  -  LEVEL 

F.  -  ORIENTATION 

INSTR.                     G*  E,  D* 

TASK  NO, 

0       I      2        1      1A  _ 

65     1       20       1  15 

2       ]      2        (1        1  2 

C.J.  1 

GOAL: 

objective; 

TASK:  Notiries  staTf  m«trf»«rs  <£  due  dates  o£  actions  or  reports,  referring  to  curxent  tickler  file, 

BB  due  datee  approach  according  to  office  procedure  in  order  to  ensure  that  the  workers  are  cognizant 
of  the  due  date  of  actions/reports* 

PEKFOBIttHCE  STANDARDS 

TRAINING  content 

Objective    |    Goal     j       OrgMlzaklonal  Unit 

UESCRIFPIVEt 

.    When  notified  by  etaff  or  by  central  office^ 
ente:fe  in  file  all  report  dates^  future 
actions  required  of  staff  members* 

*  Current  actions  are  rotated  to  the  front  of 
the  file^  notices  of  actions^  reports  are 
placed  on  the  desks  of  appropriate  persons* 

NDHBRICAIi: 

*  Beviev  by  stq>ervioor  shows  fewer  than  X 
number  of  recurring  reports  required  of 

staff  members  sxe  not  included  in  tickler  file* 

*  Over  X  tijne  fever  than  X  woikera  are 
not  notified  of  approaching  due  dates* 

PDNCTIONAL; 

*  How  to  organize  a  rotating  file  of 
recurring  actions /reports* 

*  How  to  tactfully  remind  staff  of  pending 
actions* 

SEBCIPIC; 

*  Rotating  file  used  by  office* 

*  What  areas  of  responsibility  to  include  ±n 

file* 

*  How  staff  membeiBwish  to  be  reminded^  how 
long  in  advance* 

*  What  to  do  if  staff  member  is  absent^  position 
vacant^  or  on  vacation* 

( 

> 

CO 

o 

* 

FERFORMMiCE  STANDARDS 

TRAINING  CONTENT . 

ERIC 


Data   1  People    1  Things    j     Data    i  People    \  Things 

Reas.    1  Math.      |  Lang. 

U     F        T  F\rFT              f         W     F  nRTPMTATTnN 

INSTR. 

G.  E.  D. 

TASK  i(0. 

1,      1       2         1      1A         f      70        1       2?       t  5 

k 

U      1       1        [  h 

C»J.  2 

COAL! 

objective: 

TASK;    Exainines/evaliiates  problems  for  vhich  people  vish  to  schedule  an  appointment  viiii  ihe  Commissioner, 
xising  own  Icnowledge,  agency      0.  P*  and  comEinication  direction  in  relation  to  -urgency/natttre  of 
protle©  and  other  agencies  of  the  Department  equipped  to  handle  prohlems,  in  order  to  determine  wtdch 
problems  need  the  personal  attention  of  the  Comnissioner  and/or  vhich  could  be  referred  to  other 
staff. 

PERFOKMANCE  STANDARDS 

136SCKXPTIVI!; 

TRAINING  COSTENT 

FUNCTIONAL; 

P 

*  Conclusion  is  consistent  vitli  data. 

*  3)ecl8lon  Is  loade  in  a  reasonable  anK>unt  of  time*. 
.    Referral  reflects  good  Judgement. 

*  Worker  is  courteous  to  those  r«qpfis%ing 
an  a^pointiaent. 

NUH^CALf 

.   Over  a  spetclxic  perloa  ox  timet  fever  tnaii 

'  X  coa^^lainte*  are  received  from  referred  staff 
jDeanber  'Qiat  referral  did  not  reflect  good  judgment. 

.    Over  a  specific  period  of  time,  fewer  than 
X  complanlnts  are  received  from  clients 
concerning  attitude/manner  of  woxker. 

.    Over  a  specified  period  of  time,  fewer  than 
X  con^laints  are  received  fcom  Commissioner  con- 
cerning referrals. 

*    Hov  to  evaluate  a  porblem  in  order  to 

determine  proper  referral. 
.    How  to  determine  urgency  of  problem. 

SFBQIFIC; 

CO 

E' 

Objective     [   Goal     \  Organlaatlona 

.   Knowledge  cf  which  problems  should  he  handled 

by  i^e  Commissioner.  ^ 
.   Knowledge  of  what  agencies  are  equipped  to  handle 

specific  problems. 
.    Knowledge  of  referral  procedures. 

<■ 

o 

PERFORHWCE  STANDARDS 

TRAINING  CONTENT 

Data   I  People    |  Things" 


Data    I  People    f  Things 


Reas^    I  Math.     |  Lang^ 


-  LEVEL 
2  I 


w. 


F.  -  ORIEMTA.TIOW 


IKSTR. 


G.  E.  D. 


TASK  NO, 


1A 


75 


20 


T 


X 


C.J.  3 


GOAL: 


OBJECTIVE; 


TASK;  Verbally  makes/vrites  conuaitstent  for  Commissioner  to  attend  appointments/conferences/meetingSi 
using  discretion  as  to  vhich  the  Commissioner  would  be  interested  in/vAiich  would  be  of  concern/ 
importance  for  the  Department,  or  as  directed  "by  the  Commissioner,  in  order  to  maintain  appointment 
schedule  for  the  Commissioner* 


c 

u 
a 


o 


o 


PERFORMANCE  STANDARDS 

DESCPIPPIVE: 

*  Commitiaeiits  reflect  good  jxid^ment* 

*  Commitnient  made/reruaed  In  a  reasonable 
aispxtnt  of  tlma* 

^   WoiScer  is  courteous  in  making/rejecting 

cooml  tmen  ts  * 

*  All  coioi'bnants  axe  made  ^diidb  are  directed  Ify 
-  CommieeionerV 

^    Commissioner  f^Pipxoves  of  choice  of  coimaitm^nts 
^  of  the  timei.  T 

*  Over  a  srpecific  period  of  time,  fewer  { 
than  X  oomplainte  are  received  front  those 
requBstinff  commitment  ccaaceminfr 

manner  of  woxScer* 


TRAINING  CQHTEHT 

POMCTIOMAL: 

*  Hov  to  discuss/aek  questions/make  decisions 
regaxdin^T  Importance  of  coming  events* 

*  How  to  write  appropriate/courteous  business 
letter* 

*  How  to  handle  telephone  inquiries  in 
cotirteotiSf  firm  manner* 

SPECIFIC  I 

*  Ehowledge  of  which  meetings,  etc*  would 

be  of  interest/ importance  to  the  Commissioner/ 
Department* 

*  ^owledge  of  agency  S*0*F*,  commiimtent 
procedures* 


H 


3 


PERFORMANCE  STANDARDS 


TRAIHING  CONTENT 


ERIC 


CO 


Data   1  People     |  Things 

Data     \  People    (  Things 

j    Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR.     1                G.  E.  D. 

TASK  NO, 

5B     1       5        1  lA 

50       1     45         i  5 

4    _|    ^          1     1          1  4 

C»J.  4 

goal: 

OBJECTIVE; 

TASK:  Assigns  tasks/gives  direction  to  (clerical)  staff  in  Commissioner's  Office,  explaining  methods  of 

completing  task  and  performance  requirements,  based  upon  prior  assessment  of  operational  flow,  work 
load>  and  workers*  capability,  in  order  to  insure  that  staff /time/facilities  are  used  effectively/ 
efficiently. 

Objective     |    Goal      |    ,  Organizational  Unit 

PERFORMANCE  STANDARDS 

DESCRIPTIVE; 

.  Directions  and  explanations  are  clear>  concise. 

.  Time/staff/facilities  are  used  in  a  most  effective/ 

efficient  manner. 
.  Tasks  assigned  are  within  the  range  of  workers* 

Capability. 
.  Pleasant  manner  toward  clerical  staff. 

NUMERICAL; 

TRAINING  CONTENT 

FUNCTIONAL: 

.  How  to  evaluate  work  volume/flow;  make  assignments 
to  subordinates,  establish  and  track  performance 
standards 

.  How  to  assess  workers*  capabilities 
.  Knowledge  of  office  procedures 

SPECIFIC: 

.  Knowledge  of  specific  office  procedures 
.  Knowledge  of  standards  of  office 
.  Knowledge  of  capabilities  of  subordinates 
'.  Knowledge  of  work  flow/work  load 

> 

CO 
< 

s: 
t: 
c 

.  Over  a  specific  period  of  time,  fewer  than  X  com- 
plaints are  received  from  staff,  concerning  manner 
of  worker^  or  that  tasks  assigned  were  not  reason- 
able or  realistic,  or  that  unclear  instructions 
were  given. 

.  Fewer  than  X  complaints  from  Commissioner  over  X 
period  of  time  concerning  inefficient/ineffective 
use  of  time/staff/facilities. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data    1  People     |  Thlngi 


Data     I  Feople     |  Things" 


Reas.    I   Math.      |  Lang^ 


W.  F.  - 


LEVEL 


W.  F.  -  ORIENYATION 
60        I      25        I  15 


INSTR. 


G.  E.  D. 


lASV.  NO. 


I   '  I 


3B  I 


1A 


C.J.  5 


GOAL: 


OBJECTIVE t 


TASK;  Gathers/collects/classifies/excerpts  information  needed  by  the  Commissioner  for  ^tse  at  meetings/for 
public  speaking/for  projects  using  the  resources  of  all  1iie  a^ncies  of  the  Department  (staff/ 
manuals/reports/etc.)  in  order  to  obtain  all  the  available  information  needed  ^  the  Commissioner 
on  a  subject. 


g 

u 
O 


4-1 
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PERFORMANCE  STAIIDARD$ 

liiBSCRIPglVEl 

*  All  relevant  information  is  obtained  in 
a  reasonable  amount  of  time. 

*  Information  is  accurate/clear/concise/ 
complete. 

MTMBRICALt 

*  Over  a  specific  period  of  time,  fewer  %an 
2^  complaints  are  received  ft\3m  commissioner 
ccnceming  inaccurate/unclear/incomplete 
inforoation* 

.    Information  is  obtained  in  X  amount  of  time. 

*  Over  a  specific  period  of  time,  fewer 
'Shall  X  complaints  are  received  ivom  staff 
of  thT  Department  concerning  manner  of 
wos^er  obtaining  needed  information. 


TRAIMIMG  CONTENT 

FONCTIOHALj 

*    How  to  gather  infromation. 

How  to  classify  information. 
.    How  to  use  reference  sources. 
.    How  to  ask  q:uestions  to  obtain  information. 

SPECIFIC i 


Khowledge  of  where  to  obtain  specific  informa- 
tion within  the  Department. 
Knowledge  of  information  needed  by 
commissioner. 

Knowledge  of  how  ±q  classify  information 
specifically  for  the  Commissioner. 
Khowledge  of  how  to  use  manuals/reports/files 
of  the  Department. 


5 


CO 
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PERFORMUICE  STANDARDS 


TRAINING  COHIXNT 


Data    t  Peoplii     I  Tliinj>s 

Data     1  PoopLo    ]  TIiLngs 

i. 

Rcas,    \   Mritli.      t    l-anj;,      j  * 

W.  F.  -  L3VEI. 

W.  F.  -  ORIENTATION' 

INSTR. 

c.  !*:•  D.                j  i\\>K  ::o. 

2     1      2  1A 

2 

2          1      1          1      2         Ic.J.  6 

COM: 

OBJECTIVE: 

TASK; 


Contacta/talka  ^th  indlviduala  >Aio  have  Inquired  about  footer  care  program, 
in  order  to  arrange  an  appointment  at  the  agency  for  group  or  individual 
intake* 


1^ 
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PERFOSMANCE  STANDARDS 

TRAINING  CONTENT 

DESCWDPfPIVE:  ^ 

PDMCTIOHALi 

*  Worker  ie  oaofiiderate^  courteous  in 
making  airang^oents* 

*  AExazigementa  are  mutiially  convenient* 

*  Bow  to  use  telephone* 

*  How  to  arrange  appointments* 

*  How  to  conduct  simple  business 
conversations  * 

NDHE&ICALt 

SEECIPIC: 

*  Appointments  axe  made  ^th  at  least  X  out 

of  X  individuals  «x3>ressing  interest  in 

>  foster  home  program* 

*  Ko  ]D0X6  than  X  valid  oomplaints  received 
during  X  period  of  time  ahout  wo^er^s 

*  knowledge  of  agency  guidelines  regardlzig 
appointments* 

*  Local  office  procedure  for  makii^^g 
appointments* 

jnanner* 

,    Appointments  ore  mads  in  X  tijoe  after  ths 
Initial  inquiry*  " 

PERFORMAHCE  STAMDARDS 


TRAINING  CONTENT 


■  r 


Dzta    i  People     1  Things 

D^ta     1  People    I  Things 

1 

Reas .     1    Math .      (    Lang . 

4 

\ 

V;.  r-  -  LiVEL 

y.  F.  -  ORIENTATION 

IMSTR. 

G.  E.  D. 

TASK  NO. 

1       i       lA      1  lA 

80%     1         %     \  1% 

2 

3              1  3 

C.J.  7 

f  ■ 

OliJECTXVE: 

\ 

1 

i 

1 

1 

I 

TASK:    Proofxeada/checka  typing  of  other  office  secretaries  and/or  on  spot  check  basis,  looking  for 

i^ypin^r  errors,  misspelled  words,  and  format  mistakes,  referring  as  necessary  to  dictionaiy  and 
agency  manuals,  in  order  to  increase  the  qtxaXity  of  t^ing  done  by  office  secretaries. 
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PERFOR>iANCE  STANDARDS 

( 

t 

i 

IIESCHIHflVB! 

JTOICKONAL; 

'i. 

Ii 

ii 

.    Voz^r  accurately  scans  typing  for  errors, 

misspelling^  lack  of  nea'teiess  vAiich  do  not  meet 
agency  standards* 

*    Consults  dictionary,  agency  manual  lAien  xmcertain 
of  spelling,  format^ 

*    Bow  to  use  dictionary,  reference  books. 
.    How  to  scan  material  rapidly  and  acciirately* 
^    How  business  correspondence  should  look, 
format,  -typix^et  erasu3:?es,  etc. 

■ 

t  ^ 

1 1= 

NUMEBlCiLt 

SPECIFIC: 

I- 

1 

1 

u 

|£ 

f  ^ 

,    In  X  time,  fewer  than     number  of  errors  foxmd  in 

Wterial  proofread  by  woxker. 
.    In  X  time^  fever  Hian  X  number  of  coiaplaints  froia 
office  m:Q;>ervi8or  about  format  e3?rors. 

• 

.    Agency  standards  for  format^  spelling, 
erasures  t  i^ijig* 

.   Agency  manuals  for  format »  style ' 

^    When  iio  make  spot  checks. 
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PERFOR>tANCE  STANDARDS 

TRAINING  CONTENT 

1 

j    !  Tira    I  People     j  Things 

Data     (  People    [  Things 

1    Reas.    1  Mach.     |  Lang, 

1 

i    1            W.  F.  -  LEVEL 

W.  F.  -  ORXEHTATION 

INSTR.      {                 G.  E.  D. 

TAs:-;  NO.       f  ; 
  * 

1    1       1    1        2  U 

2         1         2      {         1        j  2 

C.J.  a  i 

!   1  GOM-: 

i  J 

1  1  

OBJECTIVE:                                                                     «  j 

 i  \ 

TASK:     Obtains  signatures  on  fozms/documentSi  as  requested,  explaining  need/answerin^f  any  questions^  in 
order  to  facilitate  con^iletion  of  foims/documents. 


1  t 
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to 
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t  O 


PERFORMANCE  STANDARDS 


BEISGBIPDIVE; 


*  Ebq>laxiation  is  olear^  oonciae. 

*  Infoxmation  is  accurate^  pertinent  and  coniplete. 
.    Signatures  obtained  within  reasonable  let^gtih  of 

tijne* 

NPMEgtlCAL; 

»    Signature  is  obtained  in  all  (10Q90  reqneate. 

.    Signature  is  obtained  vlthin  X  voxking  days  of 
request.  **" 


TRAINING  CONTENT 


gONCTIONAL; 

.    Hbv  to  convey  infonoation  clearly^  and 
concisely* 

.    How  to  select  pertinent  infoxntation* 


SPECIFIC: 

.    Xhovledge  of  agency  guidelines  as  related 
to  task* 

*    Xhovledge  content  and  tise  of  form* 


i  i 


PERFOR>JA\CE  STA^^DARDS 


TRAINING  CO.NTi'EN'T 


Jj 


i  ' 

Data    i  ?e:ople     {  Thinc^s 

Data     1  People     [  Things 

5     Reas*     {    ^;ach*      (  Lang* 

!  ! 

r,  -  LEVEL 

F.  -  ORIENTATION 

INSTR*      1  E. 

TASK  UO, 

* 

2     t        lA       I  U 

8596     1       a?6      t  W 

2      1      2  1(2 

C.J.  9 

i ! 

1  T 
1 

1 

GOAL : 

OBJECTIVE! 

1 

1 

i 

TASKr  Maintains  appointment  book/tickler  file*  as  needed/appropriate >  following  agency  S^O^P*, 
to  maintain  a  record  of  appointments/caae  review  dates/narrative  dictation  due  dates* 

in  order 

r 
P 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

J 

SBSCRXfllVB: 

HINCICIONAL: 

ii 

*  £ntries  axe  accurate  and  con^lete* 

*  Entries  are  made- within  reasonable  length  of  time* 

*  Hov  to  select  pertinent  information  from 
a  maes  of  data* 

*  Bow  to  record  information* 

b 

NDKERICALi 

SEBCIFIC; 

s: 
c; 
tz 

•   Records  are  kept  in  all  {iQOji)  of  aituations  as 
reqpiired  Ijy  st:5>ervl80r  or  local  Office  pcli<^* 

*    Knowledge  of  agaicy  and  local  office  guide* 
lines  as  related  to  taslC* 

'  i 
i 

i 

4 

t 
1 

U 

it 

i 

\ 

i 

1 

i                              PERFORMANCE  STANDARDS 

TRAINING  COMENT 

i 

ERIC 


Data   1  People    |  Things 

Data     1  People    |  Things 

1    Reas.    1  Hath.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3B     1       2        I  lA 

1     SS%      \      5%"       1  10% 

3 

3         i      1         t  3 

C.J.  10 

GOAL; 

OBJECTIVE t 

TASK;  Schedules  usage/repair  of  state  vehicles,  assuring  that  cars  are  serviced/repaired>  as  necessary^ 
and  are  available  ^en  needed^  following  agency  and  local  office  S.O.P.>  in  order  to  maintain 
vehicles  for  use  of  staff  members. 

PEfiFffflMANCE  STMJSAROS 

TRAINING  COMTEHT 

> 

descriptive: 

FUNCTIONAL; 

.  _  1      Organizational  Unit 

.    Vehicles  are  maintained  properly. 
»    Schedule  Is  convenient  for  persons  involved. 
.    Service/ repairs  obtained  within  reasonable 
^  length  of  time» 

NUMERICAL; 

»    {^ordination  of  usage/repair  is  completed  in  all 

(100%)  situations  as  assigned* 
*    Cars  are  serviced/ repaired  In  X  period  of  tl^* 
»    Vehicles  are  available  when  needed  X%  of  the  tiine» 

*    Coamunication  skills* 

.    How  to  arrange  schedules. 

.    Supervisory  skills. 

.    Knowledge  of  automotive  mechanics/service 
procedures. 

SPECIFIC: 

»    Knowledge  of  agency  and  local  office  policy 

as  related  to  the  task. 
»    Knowledge  of  Specific  vehicles  owned  by  the 

agency. 

LSTRATIVE  INFO. 

Objective    \  Go 

PERFQRMMICE  SXMffD&KDS 

TRAINING  OOKIEHT  . 

mOOME  MAINTEWAKCE/ASSISIANCE  PAIMEMrES  (iPA) 

(I)  150 


A*  Beception/tntake 

B«  Data  Conttol 

C*  Obtaining  Infozmatlon/Collateral 

D«  EbQlaininff  Need  for/SchedxtLlBf  Special  Appointokeats 

E«  Seteimiiie  Bllgibllitgr/Status  of  Caae/imomt/Gradt 

P*  Infoim  Client  of  Elliplbilltar/Status/Grant 

G«  BeportlBg/Coiiipleting  Toxins 

H«  P^irHeaxings 

I.  ComunlWOatreach 

J«  'Pooi  Stamps 
Quality  Conttol 


ERIC 


473 


lA 


lA 


90% 


Analyaea /evaluates  applicaxit/client*s  application  forDi(s)/responses  for  inoonsistenciesj  conflicting 
infoimation^  lack  of  claril^  and  intentional  omissions  in  order  to  identify  specific  items  vhicb 
need  verification/claxif ication* 


liE^CBlPTiVK: 


FOMCTIOMAL; 


Vo3^r  accxirately  identifies  items  \^ch  need 
verification/clarif ication. 


How  to  read* 

How  to  evaltiate  inf ormatidti  ^ 


WUMERICALl 

.    ^  of  verifications  of  information  confirm  that 
voxkar  correctly  identified  confliotiz^  infoxma* 
t  ion/incons  is  tencie  s. 

In  3^  of  cases^  wo^cer  is  able  to  differentiate 
between  poor  ccwmnication  skills  and  int^tional 
omission  of  information* 


! 


SEBCIPIC; 

*  Shovled^  of  agency  guidelines  of  eligibility  - 
for  financial  asaistance/medical  assistance/  : 
Food  Stamp  Program.  : 

•  Knowledge  of  content  and  piirpose  of  application 
fozm. 


^i;;^vR.    ;                                         .    :  . 

'      JB   i       2        {  lA 

1  v'.-'iXl-  - 

1 


I.-.^K:    Telephones/visits  District  Attorney  ox  delegated  representative »  asks  questions /presents  infonDation^,  \ 
in  order  to  olitain  a  legal  opinion  on  a  specific  case  prolilem  or  development  regarding  collection  of  , 
monies  due  agency.  1 


!il 


1  > 

Is' 


?EEFORKAitCE  STANDARDS 


ISSCRIFa?IVE: 


FDNCTi:01!IAI.t 


VotiEex  is  ELCtlcuXate. 

Voxtor's  statements  are  cleaa?  and  concise. 


NOMEBICAL: 


.    Alillity  to-  ask  specific  questions. 
.    AliillV  to  present  specific  infoxnation  and 
inalce  s^ropxiate  responses.  * 

SEBCrPIC: 


ii 


.    Less  than      of  contacts  with  District  Attomey*s 

office  axe  considered  BupexflooxtB* 
•    Pcovides  Bisl^ict  Attorney's  offioe  with  all 

necessary  information  dxtrin^  one  contact  ^  of 

time. 


Knowledge  of  specific  case  problem  or  develop-  j 

ment.  , 

Ehowledge  of  supportin^^  doctiments  requited/  * 
S.O*P*  for  requesting  a  le^al  opinion. 


t  I 

*  ! 


PERFORMANCE  STANDARDS 


ERIC 


3B 


I.e. 16 


TaUca  with/asks  qiieations/records  responeeB  of  applicant  for  financial  assistance,  encourages 
applicant  to  identify  absent  parent(s)  and  address,  if  known,  in  order  to  obtain  information/ 
complete  foiro,  "Notice  to  Law  Enforcament  Officials  Concexning  iDC  Pumished  Abandoned  Children", 
for  forwaa?d±ng  to  the  District  Attomey's  Office  for  action  in  pursuing  support  paymente. 


oc 


PERFOSMASiCE  STANDARDS 


.tl 


Si 

li 

I 
t 

L 
II 


II 

is 


.    Woiiker  records  information  accucately/legibly. 
,  *    Worker  is  arti'cul^te/persxiasive. 
.    Statements  are  clear  and  concise. 
.    Vo3^s  with  reasonable  speed* 

.    Vo3^er  is  understanding/sensitive  to  the  feelings 
of  HiB  aivpllcant. 

.   Voiker  Completes  NOI^  fonns  on  all  applicaMe 

fiaaancial  assistance  applicants. 
*    Less  than      of  applicants  oonrplain  about  voxlcer's 

attitude/roanne^. 
.    Less  ^Qian      of  NOISO^  forms  axe  found  to  be  In- 

adeguate/inoonplete/ illegible.  > 


.    Ability  to  elicit  information  from  potentially 

hostile  person^. 
.    Skill  in  intezpersonal  relationships. 
.    Interviewing  skills. 


*    Xhovled^  of  NOI^  procedureSt  forms^  etc. 


J- 

is 
li 

t  _ 
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PERFORMAKCE  STANDARDS 


TRAiKiMG  co::rE;:: 


ERIC 


r.    --  '-^ 

1    3B  t     3i    1  U 

I      3  3 

i         3    1  3 

1     1.C.17        .  ' 

i  c-:ai: 
t 

t 

OBJECTIVE: 

!  T-.c 


TASK;   TaUca  with/listens  to/explBlns  coo^iutations/asks  and  answers  questions  of  person  designated  as 


1  ! 


Protective  Payee  for  client  in  order  to  reach  agreement  on  plan  objectives,  specific  responsibilities  i  | 
and  reportihjp  procedures  req^LLred  by  agency* 


a 
\  c 

I  — ' 
*  SI 


31BSCRIPTIVE; 


.    Promptly  informa  Protective  Payee  of  speci^fic 
reaponsibilltlea/objectives  of  plan  and  reporting 
^rocedUTOs. 

.    Worker  is  courteous/understanding/tactful. 

.   Worker's  atatementa  axe  accurate/clear/concise. 

4    Leas  abBn  ]^  of  Protective  Payees  ccwmlain  they 
do  not  understand  objectives  of  plan/apcfcific 
xaetponaibilitiea/reportin^  proceduxea* 

•   VoxlQer  orients  ftotective  Payee  to  designated  - 
role  prior  to  receipt  of  first  Protective  Payment 
in  all  oases* 


POKCTIOHALt 

.    Comiminication  skills.  \ 

.    Skill  in  interpersonal  relatwnahips. 

.    Axdthmetic  skills. 


SPBCIPICt  i 

.    fiiowledge  of  client's  specific  need. 
.    Knowledge  of  specific  objectives  for  client.  ; 
.    fiiowledge  of  agency  eacpeotations  for  Protective  ■ 
PfiQree. 

.    £3owledge  of  reporting  procedures  required  by 
Urn  ^agency. 


ERIC 


j         .  *  F ,  ^  C     t-ii  Tj'l  ^XC 


I.e. 18 


C3JECTIVS: 


00 

o 


TAlfK:    Eeviews/evaluates  information  gathered  on  protective  payment/vendor  payment  aacraneement  in  relation 
to  agency  guidelines  and  decides  i^ether  arrangement  is  appropriate  for  olioit  in  order  to  issue 
««i-thoriaa,tion  for  protective  payment/vendor  payment  arrangement. 


t 


111 


ic 


PERFom^CE  STANDARDS 


BBSCpiPTIVJBt 

*  Works  ^th  zeasonable  apeed* 

*  Svauluations/deciaions  reflect  mideratandln^/ 
aensitlvity. 

*  Decialons  are  oonslstent  ^th  ae&ncy  guideliiies* 
KPMEaiCALt 

*  Leas  than      of  deciaione  on  protective/vendor 
paynenta  later  prove  to  l>e  erroneous* 

*  Less  tban  Jgi  of  decisions  are  not  made  ^thin 
agenoy  time  limlta. 

*  JLutfaorlzation  for  protective /vendor  payments  are 
issued  wiihin  X  number  of  dayis  after  reachinc 
decision  on  protective/vendor  pagnients* 


*    Ability  to  make  objective  decisions  regarding 
data  vitii  several  variables* 


*  Enovled^  of  agency  policy  regarding  protective/ 
vendor  payments* 

*  Knowledge  of  oaae  history  of  specific  client/ 
vendor  payment  arrangements  made* 


1  ! 

t 


PERFOmNCE  STANDARDS 


TaUcs  wiitti/listens  to/asks  and  answers  questions  of  client^  makes  suggestions  concerning  Ptotective 
PiaymentAendor  Payment  arrangement^  in  order  to  reach  agreement  vith  client  about  the  person  to  be 
designated  as  Protective  Payee  for  client/necessaiy  arrang^ents  regarding  monthly  grant  on  Tender 
Payments. 


00 


> 


u 


DESCRIPTIVE: 


VoxJc»r*s  statements  are  accurate /clear/concise. 
Worker  is  aarticulate. 

Suggestions  are  logical/meet  agen<^  requirements. 


ITOMBBICALi 

•    In  less  l^ban  3^  of  cases^  voi^r  and  client  fail 
to  reach  agreraent  on  person  to  be  designated  as 
Protective  Payee/neceesary  arrangements  regarding 
monthly  grant  on  Vendor  VBywi&ntB. 

.    Lass  than  ^  of  clients  coorplain  about  iiorker^s 
attltude/j 


TRAmiCG  co-;x£::r 


PONCTIORIX^ 

.    Ability  to  eacplain  specific  information. 
.    Ability  to  help  client  to  examine  alternative 
choices. 

*    Skill  in  interpersonal  relationships. 
.    Verbal  communication  skills. 

SPECIFIC  I 

.    Knowledge  of  specifics  of  case  sl-tuation. 
.   Knowledge  of  agenoy  guidelines  for  Vendor 
Payments. 


IS 
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H 
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PERFORMANCE  STANDAF.  S 


ERIC 


3B   I        3B    i  U 


-  ouir.:<i'A'iic:; 


1 


1*C.20 


OBJECTIVE: 


iASKi    Contacte/notifieB  client  of  overpayment  of  monthly  grant,  answers  questions  concerning  amount/reaeon 
.         for  overpayment  and  explains  the  consequences  of  failure  to  refund  the  money,  in  order  to  encourage 
the  client  to  voluntarily  refund  the  amount  of  -Hie  ovezpayment  to  the  agency. 


1 
i 

i 
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c 

)^ 
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PERFOR>lAyCE  STANDARDS 


IffiiSCRIPEIVEt 


*  ¥oxlcer  is  articulate/pereuasive. 

*  yforkBT  pxonxptly  notifiee  client. 

*  ¥orker  demonstrates  sensitivi^j^/awaxeness/imder- 
standigg* 

HUMEBICIL; 

*  Client  is  ccmteu^ted  within  X  numl)er  of  days  after 
dJlscoveiy  of  ovai^aarment* 

*  Less  than  Jgi  of  clients  cc^lain  that  worker 
iltreatenad^  co«ro«d»  or  intimidated  them  into 
xetixminf  cwipeQrMnt* 

.    In  0aq»le  of  caMS  contact*d»  all  clients  stated 
worker  discussed  r*aaon  for  anxf^jmsnt  and 
encouzafed  client  to  vcluntarlly  refund  ovexyay- 
t. 


*  Ability  to  l)e  straightforward  with  client^* 

*  Knowledge  cf  consequences  to  client  of  failure 
to  refund  monies* 


■1 


PERFORMANCE  STANDARDS 


TRAINING  conte;;--: 


lA    j   855^  1 

>    I     i  5 

;  1 

h 

'  J..C.21 

1 

I 
I 

GEJSC'i'r/l-:                                                                  ■  ■ 

I                                                                                                         :  1 

Sxamines/evalmtes  infoxmtion  obtained  duriiig  home  visit  concerning  the  situation  in  the  home^  |  | 

cbeckizif  for  indications  of  child  abuse/neg^Iectt  xisin^  own  Imovledge  of  agency  guldellnest  in  order  ! 
to  deteiBilne  vhether  or  not  a  mandatory  referral  to  Pl?otective  Services  is  warranted. 


!  L 


00 
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PERFORMANCE  STANDARDS 


1 


si 


c 


> 

IF 


Svalnatlon  Is  ibarou^/complete. 

Bralnation  is  consistent  vl1^  agency  guidelines. 


*   ^  of  referrals  to  Protective  Services  are  found 

to  be  justified. 
.    No  children  dle/oxe  ho^ltallzed  because  voxker 

failed  to  observe/report  child  abuse/neglect. 


15- 


Ability  to  make  accurate  observations.  _ 
Ability  to  evaluate  information  against  agency  j^l 
guidelines. 

Knowledge  of  behavioral  science. 


SPBGIFIQ; 

.    Knowledge  of  guidelines  Itot  Identify  child 

neglect/abuse. 
.    Knowledge  of  case  hlstoxy/baclcground  of  specific 

client. 


PERFORMANCE  STANDARDS 


TRAIKIKG  COKTEl^T 


ERLC 
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 ^    T 

TASK:   Advlses/infonns  client  of  availability  of  legal  services  for  representation  in  co\irt  of  lav  in  order  \ 
to  help  client  prepare  for/participate  in  fraud  action  hearing*  j 

!■ 

i 

00 


i_ 

If 
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I 

— » 

5i 


lESCBIFTIVE: 


.    Statemente  are  accurate/clear/conoise* 

.    Voxicer  is  courteous/underatanding/patient. 

MPMEBICAL; 

*    Leso  *Uian  ^  of  clients  complain  they  vere  not 
iofonoed  of  availaMlity  of  legal  services. 

.    Less  than  ]Q6  of  clients  complain  voj^r  vas  not 
helpful. 


FDNCTIONALi 

.    Khowled^  of  client^s  rights. 

.    Ability  to  oomimmicate  simple  concepts. 

SPECIPIC; 

.    Khovled^  of  availability  of  legal  services. 
.    EhowLedge  of  standard  operating  procedure  for 
referral  to  legal  services. 


!- 


ERIC 
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j  1.C.23 

OBJECTIVE: 

 ! 

1 1 


TASK:  Worker  composes/writes  letter  to  collateral  sources  requesting  information  concerning  suspected  fraud,! 
in  order  to  obtain  information  necessary  for  determining  what  action  should  be  taken  in  instances  of  ' 
suspected  fraud*  i 
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PERFOmKCE  STANDARDS 


IffiSCRIPTIVEi 


.   Vorics  with  xeadonable  speed. 
.    Infomia^ion  ^itered  is  acoui^ate/conrplete/ 
relevant. 

.    letter  is  written  in  cleax/concise/easily  xmdei> 
stood  style. 

NDMEKICAL; 

.  Ifess  than  ]^  of  clients  conrplain  about  worlcer^s 
attitude/mannarf  as  reflected  in  the  correspond 
denoe. 

*  Vo]dcer  gathers  information  Svom  all  appropriate 
collateral  aouxces. 

.    Ifsss  than      of  information  gathered  is  incom- 
plete/inaccursite/imralid. 

.    In  all  oaaeSf  agency  guidelines  on  confidential- 
ity are  followed. 


PDNCTiaiTALi 


:  TV 


Ifstter  wrltiiog  and  composition  ability. 

Shovled^  of  grantmar/punotuation.  j  ^ 


1 « 


SJECITIC;  j 

.    Knowledge  of  standard  operating  procedure  for  | 
oontaotijag  collateral  soioxes. 


Knowledge  of  agency  guidelines  on  confidential- 
ity. 

Knowledge  of  identity/location  of  collateral 
sources. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 
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i     U      i     1       !      L     '  i.c.Sii 

\  Inspects,  signs/approves  all  Change  of  Status  xegtiests,  Family  Unit  reports,  Hecord  for  Deteimlning  ' 

!  *  Iflflifltance  reports.  Notice  of  Decision,  and  Referral  and  Request  for  Clearance  reports,  checking 

1  for  accuracy  and  consistency  in  order  to  authorize  action  as  specified  in  these  reports,.  ,  i 


i 
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PERFORMANCE  STANDARDS 

.  ! 
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I 
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HBSCRIFTIVEt 

PDWCTIOKALt 

p 

ij 

.   Review  of  completed  foxms  is  thorough,  but 

o<»i^leted  vith  reasonable  speed* 
^    Thorou^mass  of  inspection  based  upon  good 

judfement  in  evaltiatin^  vorker  capabilities  and 

experience* 

*  How  to  scan  reports  for  significant  data* 

*  How  to  evaltiate  re]?orts  for  internal  consis- 
tency* 

.    How  to  apply  regulations,  poli<^  to  specific 
situation* 

*  c 

KOMEHICAL: 

t 

i 
t 

:' 

t  ^ 

*  Sn  X  tixae,  fewer  than      of  the  reports  signed 
are  discovered  to  contain  errors* 

*  In  X  tline,  fewer  than  X  number  of  reports  are 
authorized  in  conflict~with  agency  policy* 

! 

*  Applicable  agency  policy* 

*  TTse  of  each  of  the  forms* 

*  Background,  eacperience  of  woricers  sulMittin^ 
reports* 

f 

; 

!— 

!.l 

1  i 
1 

i 

1 

PERFOBM&KCE  STANDARDS         "  TRAININ^G  CO;;T£::'i  ^  \ 


U 


I  GOAL: 
t 


OBJECTIVE; 


i  I 

i  ! 


lASIx!     Vrites/entexs  client's  naiae>  addxess>  date  of  oontact>  etc.>  on  standard  Application  Notioe  form 
inmiediately  v^n  contact  with  supplicant,  forwaxding  one  copy  of  notice  to  State  Office  in  order  to 
make  a  vrltten  record  of  the  E^lication. 


00 


o 


ill 


O 
V 

i 


PERFORMANCE  STANDARDS 


IESCRIJ?TXVlit 

#    Form  is  accurately  ccuopleted. 

Vosdcar  voxks  with  reasonable  speed* 

NDMERICiLt 


In  X  time>  fever  than  X  number  of  instances 
^diexe  copy  of  Application  Notice  is  not  sent  to 
State  Office  within  X  days* 
Xn  X  tiJDe>  fever  iban  X  naiikes>  addrosses  axe 
found  to  be  incorrect 


TRAINING  co>rrE::T 


F0NC!gEOMAL: 

.    How  to  record  names/addresses* 

•  Hov  to  prepare  multiple  copies. 

SPECIllC: 

.    Forms  used  by  agency/^Aiere  they  are  located. 

.    Where  to  send  copies. 

.    What  Information  is  required. 

*  Use  of  Application  Notice* 


is 


PERFOKMiKCE  STANDAR  S 


t  t 


3B 


I  lA 


I.e. 26" 


OliJECTIVE: 


t  1 
!  i 
1  I 


Talks  with/contacts  a  service  worker,  explaininff  specific  puWic  assistance  client's  situation,  in 
order  to  notify  the  service  woadcer  of  the  client's  need/desire  for  service. 


00 
00 


§1 


r*  t 


r: 


?£RFOm^*CE  STANDARDS 

BSSCBIPPIVEt 

*  Voxker*8  dlecusslon  is  cleax  and  conciee* 

*  Need/deeixe  ie  xelated  with  reasonaUe  speed* 

.    No  moxiB  Iban  X  coniplaln^te  from  eexvice  voidcers 
over  X  period*of  tljuej  that  a  client  vas 
xefexxed  to  them  vho  bad  no  need/deeire  for 
eerrice^ 

*  A  eerrioe  woxker  ie  notified  of  tbie  need  within 
X  period  of  tiinej  aftCT  it  ie  discerned^ 


TSAIKIJTG  COi,TEKl" 


FDNC!PICttTAL> 

*  How  to  relate  to  fellow  voricers* 

*  Wyw  to  diecem  a  need  for  a^rvice* 


SPECUTCt 

*  Service  woiker  to  notify  wben  a  need  is 
diecexned* 

*  Client*e  eituaticm  and  vby  he  needs/desires 
service* 


f  L'- 

is 


f 

i  I 

(  r 

:  \ 

I  ( 

1  I 


ii 


PERFORMANCE  STANDARDS 


TRAINI^'G  COHTEK? 


ERIC 


"   J —       — 'i —  

Data   !  Pooplo    !  Thinr,s 

Datci    1  People    I  Tilings 

\    I\oas.    [  Math*     {  l.nn;;* 

W.  F.  -  LEVEL 

W,  F.   -  ORIENTATION 

XNSTR*  D. 

TASK  NO.  i 

3EB    1      3B       i  lA 

2       12)3          !  3.1 

I-C.  27  i 

GOAL: 

OBJECTIVE; 

TASK:    Explains  to  ai^licant/cXient  possible  benefits  from,  and  entitlement  to,  given  resources  noted  on  | 
IH  app3Llcation  form(8},  (i*e..  Social  Security,  railroad  retirement,  veterans*  benefits,  inaritime 
and  imion,  etc.),  and  reguesta/elicit^  applicant/client* 8  signature  on  consent  form,  in  order  to 
secure  vritten  consent  to  verify  availability  of  benefits  for  applicant/client. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

IIGSCRIFTIVE: 

PDNC!PI0N1L: 

ill 

c 
p 

c 

-r-t 
« 

c 

Statements  axe  clear,  concise  and  accurate. 
.   Voiks  nith  reasonable  speed. 

Completely/i^orougbly  esqplalns  entitlement/ 
benefits  troa^  vaxious  sources  noted  on  applica- 
tion. 

.   Vo3^r  is  patient^  tactful. 

Verbal  connnunloation  atcills.  ""j 

.    Skill  in  interpersonal  relationships. 

Ability  to  interpret  single  data  on  a  form. 

*    Knowledge  of  range  of  possible  benefits 

available  from  Social  Security,  rallxoad  ] 

retireioent,  veterans  benefits,  inaxitime  and 

union,  etc.  and  eligibilily  requirements.              .  i 

o 

NnMERICiL:  ' 

SFESCIFIC: 

Objective     |  Goal 

.    In  ^  of  cases,  voxker  is  able  to  secure  sighed 

consent  form  from  applicants/clients.  - 
.    Lees  tfaaxL  ^  of  ap!p3Llcanta/c3Lienta  compledn 

about  worker's  attitude/manner. 
.    In  all  applioable  cases,  worker  identifies/ 

review  ^th  applicant/client  possible  benefits 

and  entitlem^te. 

.    Ehovledge  of  use  of  agency  consent  form.  ' 
.    Ehowledge  of  agency  JM  application  form. 

\ 

-  1 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

t 

5B 


lA 


. .  1.. 


i 


I.E.  2 


I 
1 


Writes/dictates  summaiy  of  suspected  fraud  findings  in  letter  to  District  Attorney  or  his  delegated  j 
representative »  following  agency  S.O.F.,  in  order  to  request  his  evaluation  of  the  findings  and  i 
suggestions  for  further  action*    '  < 


i  I 


i 


CO 


'■ii 


f-' 


lESQRlM'lVJiit 


Suomiaiy  is  accrirate/coniplete. 
.    Voices  with  xeasonaUe  speed* 

*  SuDBDazy  Is  clear/concise* 

NDMBRICiL; 

*  Voxker  cootpletes  sunmaxy  vithin  X  number  of  days 
after  c(HQ>letin£  iinrestigation* 

*  Less  than  3^  of  sunmarles  are  foimd  to  certain 
information  >dilcb  is  inadequate/incomplete/ 
inaoc\irate. 

*  Based  on  initial  sunmaiyt  Sletrlct  Attoimey^s 
office  Is  aUe  to  evaluate/give  su^estiona  for 
further  action  in  IQi  of  cases* 


.    Abllliy  to  stmniarlse* 

.    Ability  to  vrite/coQ^.se  letters* 


SBBcrPIC: 


*    Knowledge  of  standard  operatlBf  procedure  for  | 
requesting  Court  evaluation.  ' 
.    Ehowled^  of  the  findings  in  the  .specific 


case*j 


]  i 


PERFORMANCE  STANDARDS 


TRAINING  C0;iTENT 


3B 


5?^     [       3  1 


I.E.9 


' OBJECTIVE i 


Appears/elves  testimony  at  judicial  heaxing,  makin^r  sure  all  facts  axe  acctixately-  reported,  in  order 
to  provide  the  judge  with  infoxmation  tipon  which  to  hase  a  decision  on  fraud  action. 


I  t 


ill 


f 

i 

LI 
is' 


If 


PERFOKMANCE  STANDARDS 


lESCRIPTXVEt 


¥oidcer  la  articulatet 

Statesoenta  axe  accurate/dear/conclae* 


HUMERIClLt 

*  Less  tban  n(  coqplaln  ihat  voxker'a  testiinoiiy  vas 
inaocurate/incoingpXetet 

*  Less  than  ^  congplalnt  about  yoi3xeT*B  attitude/ 
mmner  as  InasipxpiKrlate  at  jxidicial  bearlnff* 

*  ¥o^|dcer  is  alwors  on  ttne  for  judicial  heariiiff* 


FDHCglOMAlt 

*  Abilily  to  be  objective* 

*  Ability  to  suniDarize  infoaanation  and  present 
Infoxmation  in  a  cXeari  verbal  loanner* 
Verbal  connnunlcation  slcills^ 

SPECIFIC; 

*  Knowled^,  of  standard  operating  procedure  for 
jidicial  hearing* 

*  fiiowledge  of  facte  in  the  specific  case* 

*  Sjiovledfie  of  agency  guidelizies  on  confidential 
ity* 


I 


I  i 


J_L 


ERLC 


CO 

to 


Data   1  Pvople     I  Tlilnf;*:    1     Data     |  People    I  Things  ' 

1    Kens,    1   Math*     |  L*in^. 

F,  -  LEVEL           1              F.  -  ORIENTATION 

INSTR,                      G.  E,  D. 

TASK  :co. 

3B    1      U      ]      U           90%     )      S9(      t  59( 

3      13      13  13 

I*E.20 

GOAL: 

OBJECTIVE: 

: 

TASK:  Checks  records  in  Aseeeeor^e  office ^  if  client  owns  property ^  for  l^gal  deecrlptlon  and  year 

puxchasedy  locates  Deed  (or  Lands)  Boole  for  that  year  and  coplee  wording  of  Deed  in  oontract  for 
later  l^in^r  on  etandard  formf  dhedcin^  status  of  taxee^ laortgages^  etc**  followlll^  S.O.P^f  in 
order  to  validate  the  lesal  status  and  value  of  iihe  properly* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

JJ 

XCSGRTPTIVEt 

FUNCTIQKAL: 

*^ 

c 
o 

*^ 

*  Voxlcer's  cbeck  of  the  Aseessor's  office  is 
-Qiorou^  and  accuxate*^- 

*  Accurately  copiee  vordingr  of  Deed. 

*  Legal  status^  taxes^  value  axe  accurately 

.    How  to  search  filagLfor  inTormation. 
.   How  to  transcrihe  mfotination  for  later  use. 
.    Eov  to  eetablieh  tax  and  legal  etatus  of 
property^  value. 

g 

to 

NUMERICAL: 

Objective    |    Goal      |  Ox 

.    In  X  tlmsf  fewer  ilian  X  znmber  of  transcription 
errors. 

.    In  X  tine^  fewer*than  X  nuniber  of  errors  in 

establisfaiiiff  tax  or  legal  etatus*  properly  value. 

.    Purpoee  of  eearch  of  Aseeeeor'e  filee. 

*  Need  for  accurate  copy  of  wording  of  Deed. 

*  Location  of  Assessor^e  records. 

.    Oi^ganization*  croes- indexing  of  Land^e  Book. 
.    Specific  instruction  for  determining  property 
valuef  status^  taxes. 

/ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   j  Peoplo    j  Tilings    |     Data    j  People   1  'filings 


H.  F.  -  LEVEL 


I 


H.  F.  -  ORIEiTATiOS 

E 


INSTK. 


D, 


TASK  ::o^ 


90}6 


^    r  ^ 


T 


GOAL; 


OBJECTIVE: 


TASK?  Checks/reviews  court  probate  fileSf  noting;  ^wttether  an  estate  has  been  opened^  in  order  to  determine  t 
if  steps  must  be  taken  to  open  an  estate  for  the  state  to  collect  the  amomit  of  the  lien  against  a  ' 
deceased  client's  estate.  i 


c 


o 


to 

M 

c 
to 


<0 

o 


- 


> 


u 
O 


PERFORMANCE  STANDARDS 


IffiSCHIPiPIVEl 


.    Caref^illy  ciiBckB  ibe  probate  files  for  evidence* 
that  a  deceased  client's  estate  has  been  opened. 

.    Initiates  appropriate  steps  to  open  an  estate 
^en  necessary. 

NUHERICALt 

*    In  X  tlmsf  fewer  than  X  cases  ^ihexe  Hhe  state  has 
failed  to  check  if  an  estate  had  been  cypened. 


TRAINING  CONTENT 


.    Familiarity  vith  estate  openin^r* 
.    Legal  lurplicaticmB  and  requirements  of  estate 
opening* 


SPECIFIC; 

.    When  and  vhere  to  check  probate  files. 

.    How  to  initiate  steps  for  opening  an  estate. 

Sow  the  task  contributes  to  the  subsystem 

purpose. 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


ERLC 


Data    1  People"    I  'i'Iiing« 

D.ita     1  People    t  Things 

W.  F.  -  LEVEL 

tf.  F.  -  ORIENTATION 

IKSTR.                      C.  E.  D. 

TASK  XC<. 

2     j      U      i  U 

2         1          2      1         1       1         3  1 

I.E.  22 

GOAL: 

_  

OBJECTIVES 

TASK;  Seviews/eeaxcbee  xecoxda  of  county  clexk*e  office  of  deathe  occurJln^  durixig^  past  uioBth^  noting  namee^ 
datee  of  l^irth  and  dea12i»  In  order  to^  gather  infoimation  for  ooropletin^  Frol)ate  Estate  report. 


PERFOttMAMCE  STANDARDS 


33E3CHIPTIVE; 

c 

.  Thfoxmatlon  is  accurate^  pertinent  aad  contple1^e« 
*    Completed  reasonable  length  of  tiine. 


MDHBRIOALi 

.    Ihfoxmation  is  ol)tained  monthly. 

.    All  (100)0  needed  iiiformation  is  ol)tained. 

i 


TRAINING  CONTEMT 


gPHOTIONAL; 


.  How  to  select  pertinent  iiifoxiaation. 

*  How  to  record  iiiformation. 

.  How  to  use  a  filing  system. 

.  dowledge  of  agency  guidalinee  as  they 

relate  to  the  task* 

.  Knowledge  of  what  Information  is  needed. 

.  Coowledge  of  inhere  to  ol^tain  information. 


PERFORMftMCE  STANDARDS 


TRAINING  CONTENT 


ERIC 


lA    1      lA    i     90%  1    gig      I     5%  "f 


I.B.g3 


i  I 


103J':iCTlV£: 


i 


VSK:    Examine s/evaliiates/reviews  the  final  report  of  an  estate^  checking  fox*  xmauthorlsced  payments  and/or 
ovexpayments,  notifying  the  estate  attorney  when  unauthorized  claims/overpayments  have  been  made^ 
retrieving  aa  much  owed  to  the  State  as  Possible,  in  order  to  release  the  lien. 


CD 


□ 


P£rfokma;cC£  standards 


,    Carefully  and  thorou^ily  checks  the  fitial 
reports. 

.    Notifies  the  estate  attorney  of  inconsistencies 

vllJiin  a  reasonable  amoimt  of  time. 
.    Consistently  catches  unaul^iorized  payments* 

BTOEBICALi 

,    Examines  -Ube  final  report  and  notifies  the  estate 
attorney  within  X  tiiue  after  receipt  of  the 
report. 

.    tFpon  TOutine  review,  ^  of  unauthorized  payments 
are  discovered* 


TRAiKiXG  cg:iie:\t 


How  to  evaluate  a  report. 

Knowledge  of  e  state A^-en/mortgage  lav* 


SEBCIFIC; 

.    Knowledge  of  payioents  and  amounts. tiiat  can  he 
paid  before  the  State  claim  can  he  paid. 

,    3Protocol  for  notifying  estate  attorneys  for 
overpayment  of  fees  and  unauthorised  payments. 

.    Knowledge  of  reasonahle  attorney  fees. 


I 


i  : 


PERFOK>!ANCE  STANDARDS 


1^ 

o 

eft 


i    3B    t  U- 


I 


1^ 


i  GOAL: 
I 

i 


G  •} 


OBJECTIVE; 


(  TASK: 

i 


B 
zz 

u 
O 


t 


Beceivas/teidewB  Msponse  ftom  State  Location  Service,  and  vrites/composes  letter  to  District 
Attorney  or  delected  represontatlve.  In  order  to  prcwide  him  witii  information  for  furiiier 
proce88lB£* 


?ERF0R>tA3fCE  STANDARDS 


XBSSCRIFUVE: 


*  Infoxniation  ie  accurate/complete* 

*  Works  vith  reaacma^le  speed* 

*  -  Beporta  are  clear/concise/easily  xmderstood* 

MDMEBICALt 

*  Beeponsee  referred  to  Bietrict  Attorney's  office 
viiliin  X  number  of  days  i^on  receipt  of 
information* 

*  I«se  than  306  of  information  presented  is  unclear/ 
incofflplete/inacourate  * 


TRAIKIKG  COKTEOT 


*  Ability  to  summarize  infomation* 

*  Ability  to  vrite"  letters* 

*  Ehowled^  of  language  xtaage/grammar* 

SEESQIFICs 

*  Ehowledge  of  standard  operating  procedures 
regarding  court  evaluations* 


PERFORMANCE  STAWDA^^  S 


TRAINING  CO^^TEOT 


I 


i5! 


-"1 


ERIC 


jLi.s'ir..                c,      t>.                .  z:  '„  , 

3B    (      lA      t      lA            d5K    j               1  109^ 

2               2       11               2       i     T  B 

i 

^  ! 

!  ] 

'  i 

OBJECTIVE: 

\ 

'■  1 

1 
t 

I 

TASK;     Initiates/prepares  Order  to  Show  Cause  for  specific  action>  (i*e*>  person  not  paying  Court-ordered 
si:qpport)>  and  forwards  to  Court  in  order  that  Court  laay  review  and  issue  Order* 

i 

i 

PERFORiL^NCS  STANDARDS 

TRAI^'rNG  co^'TE:^T 

IBS(SIFIIVE: 

FDHCO^QtUL: 

^ 

IS 

*  Beport  is  accurarte/complete* 

*  Vo3dcs  with  reaaona'ble  stpeed* 

*  Al)ility  to  work  with  Court* 

*  Knowledge  of  legal  procedure* 

*  Knowledge  of  AFDC  reguixements* 

% 

•  <r. 

- 



O 

o 
o 

o 

UUHSaCALt 

SFGCIFICt 

_* 

^! 

t    Less  than      of  forms  are  returned  because  they 
are  inaccurate/inccNDplete. 

*    Initiates  Order  Mooxdin^;  to  a^pency  standard 
operating  procedure  in  2^  of  cases  where 
individual  Is  not  making  Couart-ordered  8i:^port 
PEToents* 

*  Knowledge  of  how  to  jorepare  Order  to  Show 
Cause  for  specific  ex^tion* 

*  Knowledge  of  how  to  route  materials  to  Court* 

*  Agency  S>O.P.  as  it  relates  to  the  task* 

■ 

1 

i 

! 

1 

PERF0RMA3ICE  STAKDARDS 

TRAINING  COKTEI^T       .               ^  ! 

1 

ERIC 


CO 
00 


ITT 


Ik 


SB 


9^      1  20% 


i  COAI. 


it 
1 


0-  j:- 


i 


OBJECTIVE I 


I  TASK: 


SetexmlBea/vritea  shelter  allowance  for  bome^^ownership  casea,  contputea  3>ercenta^8,  (manually'  or  \y 
machiTie) f  vmixig  client's  tax  receipts,  mortga^  and  property  insurance  receipts,  minor  tqilceep  and 
repairs  receipts  and  a^encr  guidelines,  establishing  whether  or  not  an  amount  exceeds  the  oaximum 
home-ovDershlp  allovancet  in  order  to  arrive  at  a  home-^ownerahip  allowance  entry  on  -Qia  hudif^t 
voxksheet/aotion  abeet. 


PERFOtaiA^gCE  STANDARDS 


ISSCRIFClVJd: 


f5* 


Coinputations  axe  accurate. 
Voxks  wiib  reasonable  speed. 
IbritiBg  is  legible* 


KOHERXCALs 


Malces  less  than      error  in  transferring  amount 

to  budget  worksheet/action  sheet. 

Malraa  leas  ihan  ^  error  in  mathematical 

coD^iutationa. 

Completee  task  within  X  time* 

Lees  -Uian  ^  of  forma  are  illegible/incomplete. 


PERFORMANCE  STAHDAR 


FONOTIOBAL: 

.  Ability  to  Coordinate  data  f^rom  seroral  sources^ 
.    Abilily  to  compute  percentages* 

*  Ability  to  use  calculator* 

*  Abilily  to  evalttate  infoxmation,  (i*e.,  tax 
receipts,  etc.)* 

SEESCIFICs 

.    Ehowledge  of  agency  guidelines  limitixig  home- 
ownership  allowance* 

*  Knowledge  of  use  of  budget  vorksbeet/action 
sheet. 


13 


Si 


TRAINING  COUTE*!" 


1^ 


I  [ 


C.  E.  !D. 


I      75%    i       ^     \  2C^7T 


T 


I.E.  27 


GOAL ! 


OBJECTIVE: 


XASIv!    Becelves  iiiquixy  from  Qaaliiy  Control  concerniiig  action  taken  on  caaesi  scans  caae  files  for 

leqiiested  information  and  reviews  financial  dictation  in  order  to  gather  reqwsted  information  on 


TevleweA.  cades. 


CO 


4^ 

Si 

g 
C 


> 


FERFORMAKCE  STA??DARDS 


TRAIi'ING  CONTE^ 


BBSCRIPTIVE: 


.    lafoiiDatloii  gathered  is  accuirate /complete/ 
.    Ansvexs  all  ing^uirles  promptly. 
MPMERIOIL: 

.    In  less  than  366  of  caaes»  infoxmaticm  gathered 

Is  inadequate/tmclear/exTOfiieous. 
.   ill  infoiDatioa  is  gathered  vithin  agency  tints 

UjDltS. 


to  use  case  files. 

How  to  eelect  pertinent  infOzmation  fxom  a  mase  I 
of  data. 


B 

id 


*  —'I 


.   Knowledge  of  agency  S.O.P.      it  relates  to 
the  task. 


PERFORMANCE  STANDARDS 


TRAIKI^^G  CONTENT 


ERIC 


)  .  .  : 


?.   -  LSVEL 


3bT 


INS  IK.  i 


G.  t.  J. 


1 


J  g:al; 


OBJECTIVE: 


i  TASK:    Consults  vlth  siipervi&orf  disciissing  data  collected  fcoia  case  xeooxds  and  Sects  gathexed  flrom 

Collateral  sourcesf  concexnlxif  sxispected  £raudf  sharing  pertinent  information  and  exchanging  viewSf 
in  order  to  establish  an  agency  plan  of  action* 


PERFORMAN^CE  STA^IDARDS 


JESGRIPErVEf 


*  Infoxmation  presented  is'  accurate/complets*- 

*  Worker  is  articulate^  statements  are  dear/ 
'  Concise* 

*  Completes  task  in  reaaonalikle  amount  of  time* 
HUMEaiCALt 

*  of  suspected  fraud  findings  are  disoiissed  ^th 
st^ervisor  ^tfain  X  number  of  days^  tmless  time 
extended  ^  unusual  circumstances* 

*  Les0  than  ]^  of  data/facts/skatsrials  presented 
ijjT  worker  are  later  found  to  be  erroneous* 

*  D&ta/f acts/materials  presented  1^  voxker^are 
sufficient  to  arrive  at  a  plan  of  action  in  3^ 
of  oonsultationst 


*  Abiliiy  to  suimaarize  data* 

*  Abiliiy  to  present  pertinent  information* 


*  B^ovledge  of  case  records* 

*  Eiiowledge  of  agency  S*0*P*  for  supervisory 
Conferences* 


PERFORMAMCE  STAMOAR  S 


Is 


!5; 

IS 


^  Data  \  People    |  Things 

Data    1  People    [  Things 

K    Reas*    1  Math.     f  Lans. 

W*  F*  -  LEVEL 

W.  F;  -  ORIENTATION 

INSTR.     1               G.  E.  D. 

TASK  NO. 

4      f      lA       1  lA 

80X      1      10%      (  10% 

4         t     4         1     3         I  4 

I*£*  29 

GOAL; 

OBJECTIVE! 

TASK;  Examines  and  evaluates  resident's  file  periodically^  ascertaining  Whether  or  not  requirements  have 
been  met  to  enable  resident  to  request  Federal  funds/benefits  (Social  Security^  Medicare^  etc*)^ 
referring  to  Federal. rules  and  regulations  in  these  programs^  -in  order  to  determine  Whether  residents 
should  apply  for  Federal  funds/benefits* 

PERFORMANCE  STANDARDS 

TRAINING  CODJTEHT 

DESCRIPTIVE: 

FDNCTIONALl 

> 

i 

ional  Unit 

*  Worker  ^Earalnes  file  thoroughly  and  with  care* 

*  woricer  uses  gooa  juogment  m  nis  aetetmination* 
V    Worker  recdmnsnds  Application  for  all  programs 

for  uliich  resident  is  eligible* 

*  Knowledge  of  Federal  prograihs/benefits  availably 
for  residents*  \ 

*  How  to  evaluate  data  in  order  to  draw  conclusions', 

SPECIFIC  t 

> 

1-H| 
< 

Objective    1    Goal     1  Organlzat 

MDMERICALI 

*  Supervisor  discovers  no  more  than  X  instances 
over  X  time^  Where  resident  should  have  applied 
for  benefits  but  did  not* 

*  Ho  more  than  X  complaints  from  residrats^  that  th^ 
are  not  receiving  «11  the  benefits  they  should  be 

receiving* 

*  Decisions  reflect  a  through  knowledge  of  Federal 
rules  and  regulatibns  In  all  (lOOJl)  cases* 

*  How  to  file  for  benefits  —  forms  to  use^  etc* 
.    How  to  locate  resident* S  file* 

*  How  to  locate  required  information  in 
resident's  file. 

*  Knowledge  of  eligibility  requirements  of  the 
various  programs  (Social  Security^  Medicare^ 
etc*)* 

*  Knowledge  of  Federal  rules  and  requirentents  for 
the  various  programs* 

^  PERFORMANCE  STANDARDS 

TRAINING^  CONTENT 

Data  T  People    \  Things 


Data    i  People    [  Things 


I    Reas,    I   Math,     j  Lang* 


3B  I 


W.  F.  -  LEVEL 


W.  F.  -  ORIEKTATIOH 


INSTR. 


G.  E.  D. 


I 


I 


TASK  NO. 


GOAL: 


OBJECTIVE: 


TASK:  A^opofes/wrltes  uqp  the  atate^s  claim  againat  an  estate,  lietin^  allowable  claims  and  usln^  the  proper 
foxmat,  in  order  to  file  the  claim  with  the  Olexk  of  Court* 


K 

g 

u 
o 


PERFOItMAKCE  STAMDARDS 


lESCRIPTIVl!!: 


Hies  claim  in  the  proper  county* 

The  claim  ia  caiirplete  and  comprehensive* 

Pilee  1^  claim  within  a  reasonable  amount  of  time 


MOMERIGAIf* 

*  Fllee  1^  claim  within  X  time  after  i^e  estate  ia 
opened* 

*  l^on  review^  fewer  than  X  claims  ar^i  inaccurate* 


PERFORMANCE  STAI^DARDS 


TRAINING  CONTENT 


2^ 


i^CTIGNALi 


How  to  review  file  data  for  specific  informaj->^ 
tion.  I 
How  to  organize/collate  data* 
Sow  to  perform  routine  accountiaff  techniques^  ^4 


SEECIPIC: 

*  Where  to  file  the  claim* 

*  Where  to  gather  information  to  prepare  the 
total  amount  of  the  claim* 

*  ^e  proper  format  cf  a  claim* 

*  How  to  file  a  claim  with  the  Clerk  of  Court* 


TRATMIKG  CONTENT 


Data  i  People    j  Thtngs 


Data     1  People    \  Things" 


Reas*    I  Math.     ]  Lang. 


W.  F.  -  LEVEL 

I 


W.  F.  -  ORIENTATION. 

90%  I     ^  \  m 


INSTR. 


G.  E.  D. 


TASK  NO. 


I 


I 


I*G*  12 


GOAL: 


OBJECTIVE; 


TASK;   Composes^rltae       oorrespondenoe  oonoernin^  tiie  review  and  sale  of  propertyi  preparing  press 

reXeases,  arranging  for  the  auction  date  and  taxma/options,  In  order  to  arrange  for  ^Qie  sale  of 
stats  awned  properly* 


PERFORMANCE  STANDARDS 


IBSCRIPTiVBt 


CO 


o 


a 
ta 

tc 
u 
o 


*  Corxedpondence  is  clear,  comprehensive. 

*  AxraoffeiDrats  and  publicity  are  ocmtpleted  well 
ahead  of  time* 

*  TbB  public  is  sufficiently  notified* 

HOMEBICALt 

.    laX  time,  fewer  ihsai  X  conqplaints  £com  ^be  public 
about  lack  of  uotificationf  of  an  tDrpendlqgr  sale* 

*  Axiangeniento  and  publiciiy  for  a  sale  are  comgpletei . 
by  X  time  before  the  sale* 


o 
o 


TRAINll«L_COKTENT 


FOMCTIQRAL: 

.    How  to  arran^  publiciiy. 
.    How  to  organise  a  piiblic  event  with  many 
variables/intangibles. 


SPECIFIC t 

*    Beguirementa  for  the  sale  of  state  properly. 
.    When  the  properly  must  be  sold* 
'*    Who  to  contchct  in  various  areas  to  publicize 
the  sale* 


V2 


5i 


PERFORWNCE  STANDARDS 


TRAINING  CONTCST 


ERIC 


a 

^. 
*— 1 

§ 

g 

to 

o 
o 

i 

u 

o 

Data  I  People    1  Thinj^s 

Data    1  People    1  Things 

1               S    Rcas*    1   Math.      \  Lans* 

W.  F.  -  LEVEL  ; 

W.  F.  -  ORIENTATION 

llNSTR.     1                     E.  D. 

TASK  NO. 

2     1       lA      !  lA 

1       2        i        2       j         1      )         2  j 

I.C.lii 

GOAL; 

OBJECTIVE; 

zz 

i 

TASK:   Files  coapleted  AsalgDiiient  of  Support  foxm  wt-Qi  -Qie  Clexk  of  Courts  in  order  12iat  client's  siqrport 
pajnntiit  may  be  credited  to  the  a^ncsr's  account  and  AFSC  recipient* 

PERFORMANCE  STANDARDS 

IBSCSIFIIVEt 

.    Pom  ia  odDpleted  accurately* 
.    Pom  ie  le^l>le. 

KUNBSICAL: 

.  iBsigDumt  of  Support  foxma  filed  wl-Qi  Clei^  of 
Courta  wlttiin  X  manber  of  days  of  conqpletion. 

.  leaa  iSbmi  S(  of  foxma  axe  filed  yXHi  incorrect/ 
ilXeglblt/incoqilete  infomation. 

TRAINING  CONTENT 

.    TbideratandinjT  of  legal  procedure  surroioidin^ 
Bt^ort  payinents^ 

SfBCIFICf 

^    Caowled^  of  location  of  Clezk  of  Courtis 
Office. 

.    JQicvledge  or  how  to  rile  legal  papers. 

i 

PERFOBMAKCE  STANDARDS                                                               TRAINING  COKTEHT  I 

ERIC  • 


ft 
O 

n 

14 
O 

s 

o 

4) 

Data   {  Foo-^l**    j  Tt*.inf^s 

Data    !  People    i  Tilings 

i               1    Reafi  ^    j   Math  *     |    Lan<;  * 

-  LEVEL 

W.        -  ORIENTATION 

INSTR.     1                G.  E.  D. 

TASK  KO. 

h      \      Ik       \  2A 

2       i       2       i       3       1  3 

1*0*1$ 

GOAL: 

1  OBJECTIVE* 

g 

iA 
H 

H 

Hi 
< 

M 

TASK;    Iiiitlates  ''Iiioi^aoitation  R^yort**  on  receipt  of  assistance  application  and  approves  assistance  pay- 
loent  on  lusis  of  available  medical  Infoxmation  about  JIPDC  incapacitated  parent^  and  agency  StO*F*t 
in  order  to  enable  the  applicant/client  to  receive  isBDediate  assistance  p^yments^ 

?£RFOBMAKCE  STANDARDS 

IBSGRXPCrVEi 

*  Ibrm  is  coiq»leted  accurately* 
KUMEBICALt 

«    In  Xmmm  l^um       of  cases »  worker  makes  inappro- 
priate decision  Cfa  basis  of  availa^ble  medical 
information* 

*  ''Ihofl^acitation  Baport**  is  cofotpleted  for  all 
applicable  AFLC  applicant/clients* 

*  '*Ihoapacitati<m  Beport**  is  ooopleted  vltliin  a^rsnos 
time  limits* 

TRAINING  CONTENT 

fONCflONALt 

*  Ability  to  read. 

*  Abilii^  to  fill  out  report  forms* 

*  Hbv  to  evaluate  information  In  relation  to 
specified  criteria* 

SPECIFIC  I 

*  Xnovlea^  of  how  to  ooiqp]#te  ''Incapaoitation 
fieport* " 

*  Khovled^  of  cont^t  of  "Incfl^aoitation  Itefport*** 

*  Xhowled^  of  a^ren^  StOtP*  as  it  relates  to 
tbe  task* 

* 

* 

PERFORMANCE  STANDARDS                                                                 TRAINIISG  CONTENT 

I 


en 
o 

<35 


Data  1  People    |  TlAings    j     Data    |  People    1  I7ung5 

1 — i 

Reasa    t   ^^atha      \  Lnnga 

W     F     -  TFVEL             1          W     F     »  nRTEtCTATTnN 

[INSTR. 

Ga     Ea  Da 

TASK  NO. 

2     t        U    i       lA     1       d09(  1      ^      t  1^ 

1  2 

2     1  1 

I.e.  16 

GOALt 

OBJECTIVE: 

TASKr   jjpon  receipt  of  report  of  incapacitation  lAiicfa  excludes  a  person  from  mandatory  WHJ  xe£eixal«  woiicer 
fUl^  oat  referral  form  to  Division  of  Vocational  Behabilitation^  according  to  agency  S,0*V*f  in 
order  to  refer  incapacitated  applicant/client/family  member  for  rehabilitatlona 

§ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

lESCmtTlVEt 

> 

o 

5* 

#   Referral  form  is  accurate/con^lete* 

Ability  to  record  InTormation  aoourately* 

g 

H 

a 

tv 

'  C 
t£ 
O 

NQMERICiLt 

SPECIFIC  £ 

< 

* 

*  LesB  iban  1^  of  referral  forms  Contain  information 
that  is  Incoi^plete/unolear/erroneoue* 

*  All  referrals  are  conpleted  vithin  agency  time 
limits* 

a    Knowledge  of  location/use  of  specific  forma 
a    Kiowledge  of  agency  standard  operating  proce- 
dure for  referral  to  Tf9R, 

5 

a 

iH 

o 

CI 

1  o 
13 

4 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People    I  Things 

Data     1  Pcoplo    (  Things 

1     Rcas .     1    Hath .      (    Lan^: .     f                        1  i 

W.  F.  -  LEVEL 

W.  F.  -  ORXEKTATXON 

INSTR. 

G,         D,                       )  XASiC  NO. 

2      I      U       1  IL 

2 

2       i       3       1         3     I  I.G.17 

GOAL: 

OBJECTIVE; 

TASK;    Becords/enters  ti^xces  on  standard  change  fonnsj  reflecting  the  amomts  of  grante  certified  for 

clients*  baaed  cm  provisions  for  special  needs*  Including  client's  name  and  identifying  informaticm* 
in  order  to  prepare  a  form  notifying  state  Offioe  of  a  teciporaxy  change  in  the  amount  of  client^s 
grant. 

P£RFO!&fANCE  STANDARDS 

TRAINING  CONTENT 

ISSCRXPTIVE: 

TDNCTIONAL*- 

> 

c 
o 

•    ^tries  axe  aoourate. 

.    Vom  ie  complete*  includes  only  certified  entries* 
.    ¥oadcs  with  reasonable  speed. 

-    How  to  fill  out  a  form. 
.   ,Hov  to  vork  with  numbers. 

> 
H 

< 

r 

'KUHEaiGALt 

SfECITIC: 

i 

c 

CO 

bO 
o 

ta 
o 

e> 

o 

o 

.    In  X  tioe*  fever  than  X  nnmber  of  errors  in  forms 

sent  to  Siate  Offioe.  ~ 
.    In  X  time*  fewsr  than  X  number  of  forms  omit 

essential  Information.'" 

•  Standard  form  for  special<case  actions. 

•  Vhere  to  obtain  aqy  needed  identifying  Informal* 
tion. 

.    Bow  the  form  is  used/^4bere  siqvply  Is  located. 
.    Hb^  to  correct  eraeors  on  form. 
.    Agneyo  3.0. P.  for  notifying  State  Office  of 
temporary  change  in  amount  of  client's  grant. 

f 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

o 

00 


1 

Data   1  People    j  Tliinf;s    ]     Data    !  People    |  Things 

!(    Reas.    1  Math.     f  Lang. 

1  i 

W.  F.  -  LVJEL           1        W.  F.  *  ORIEl^TATIOS 

INSTR. 

G.  E.  D. 

TASK  NO. 

3  1 

3     13  13 

I*G.18 

goal:                   ^  ' 

OBJECTIVE: 

TASK:    Sumiatlzes/iftltes/dlctates  pertinent  data  for  inclusion  in  case  narrative^  ^en  responsible  xelar* 
t'lvps  oannot  or  will  not  aasume  financial  liability,  as  detexmined  by  voi^r,  or  dodd  not  redpond 
to  notification^  marking  required  number  of  copies  of  confidential  report  and  file  of  correspondence 
with  responsible  relative  for  induaion,  in  order  to  submit  a  report  to  the  Board  of  Siq>ervl8orB  for 
adjudication  of  flnancial'^reflcponsibilityt 

PERFORMANCE  STAJIDARDS 

TRAINIft?G  COKTENT 

> 

HBSCniFTXVE: 

msanasALt 

B 

o 

c£ 

g 

CO 

o 

*  Seport  accuxatelar  reflects  wos^cer^s  underatandlns 
of  the  situation* 

*  Beport  is  4s  brief  as  possible,  avoids  dtq^lica- 
tion,  but  includes  all  data  essential  to  a  sound 
understand  ing/deoision. 

*  Copies  of  corxespondence/confidential  reports 
axe  clearly  jnaxked  for  inclusion  with  the 
information  sbeet* 

*  How  to  euiiimarize  oaae  narratives,  collateral 
information  into  a  brief  statement  of  fact. 

*  Eov  to  assemble  records  for  delivery* 

*  How  to  convey  own  impression  of  a  situation* 

H 

< 

m 

>^ 
Si; 

0 

SFBCIFICt 

^ 

eg 
o 
o 

15 

*  In  X  tijDe,  fever  than  X  number  of  regjuests  from 
Board  of  Siq>ervisorB  for  additional  information 
^^ch  vas  ttTallable  to  MOikeXf  but  not  in  report* 

*  In  X  ttme^  femr  than  X  number  of  ocmrplalnts 
f^Eom  Bi;^rvlsor,  Board  of  Supervisors  about 
di^licatlont  nordiness* 

• 

*  Agency  policy  for  report  to  Board  of  Sipervisore 

*  Conditions  that  require  the  filing  of  repoirb* 

*  Information  required;  availability* 

*  Purpose  of  ttae  report* 

*  Specific  situation,  extenuating  circumstances* 

* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


or 

CO 


I  t-r.  F.      LEVEL  i        W.  F.  -_ORIEXTfA'T.OJI 


!  GOAL: 


I 


OBJECTIVE; 


XAS^C;    llpon  notifioation  of  orerissuancs  of  Food  Stamp  'bontia,  bonus  stamps  A?audulently  xecsiv«cl,  or  ;  1 

miexelfresentation  of  eligibility  and/or  issuance  infoxmation,  vrites/cooiposes  letter  to  client  ;  ! 

in  order  .to  inform  client  of  discrepancies/violations/amount  of  money  due  a^enoy  and  consequence  of  /  •  • 

failure  to  cooperate/malce  reimbursement*  [  , 


i 


i  ^1 


I- 

\i 
i 

i 


f 

i 


PERFORMANCE  STANDARDS 


TIRSCRIFTIVK: 


Statements  axe  aocurate/olear/concise* 
Letter  is  vritten  proniptly  i^on  iiotificatioii* 


HPMERICAL; 

,    Client  is  oontaoted  viiMn  X  number  of  days  after 
dieoQvexy  of  discrepancy  in  Food  Stamp  issuance* 

*  Less  ilian  ^  of  clients  coi^plain  that  agency 
letter  vaa  Inaccuxate/unclsar/did  not  explain 
conaequenoes  of  situation* 

*  Out  of  a  aattfpling  of  X  caaes,  no  more  i2ian  X 
clients  state  -ttiat  they  vera  not  informed  of 

overissuance/diaorepancy/violation* 


*  Ability  to  vrite/compoee  letter  containing 
specific  information* 

*  How  to  oxsanize  materials* 


Knowledge  of  agency  standard  operating  pro-^  ; 
csdinre  for  recovering  overissnance  of  Pood 
Stampi^  etc* 

Knowledge  of  specific  discrepancies/violations/' 
amount  of  money  due  from  specified  clients*  ^ 


PERFOR>tANCE  STANDARDS 


TRAIKING  CONTE>;T 


ERIC 


Data   1  People    |  Things 

Data    1  ?GoplG    1  Things 

i 

!    Rcns.    1   Math,     [  l.ani?. 

W.  F*  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO-  , 

2            lA       1  lA 

7S»   1              1  2096 

2 

2               11  3 

I.G*20  J 

GOAL; 

OBJECTIVE; 

t 

TASK;  Becoxde/xoutes  client's  naiDe/addxese/tiotice  of  denial/chaneo/aoc^ptaace  to  clerical  stai'f  fox  action  ; 
aocoxdixi£r  to  standard  otperatinfir  pxocedxire^  in  order  to  ensure  client  gets  i«ritten  statement  of  sgeaay^ 
action  ^t^iin  preacribed  time  limit*  ^ 

PEKFOBHAUCE  STAiniA&DS 

TRAINING  CONTENT 

J 

IffiSCaiPTIVEt 

FDNCTIQNAL; 

Lonal  Unit 

t    Ihfoniation  is  copied  accurately* 

*  Voxka  ^th  xoaaonable  apeed* 

*  Materiala  Bxe  routed  in  accordance  ^th  aeenoy 
routizig:  procedurea* 

*    Bow  to  copsr  information  accurately 

■U 
(0 
N 

HnHBBICAL; 

SFSCIFIC; 

1       Organ i 

*  Less  than  ^  of  materials  axe  routed  incon^ectly* 

*  All  materiala  routed  .vltliiii  agenoy  time  limita* 

*  Xhowled^  of  agenoy  Toatlng  procedurea*  ! 

*  dowledge  of  agency  S*0*P*  aa  it  relates  to  j 
HbB  task*  ' 

*  Ehovled^  of  agenoy  time  limi^  for  coaqpletizig: 
task*  ; 

Objective    |  Goal 

t 

/ 

.1 

*  1 

: 

,  t 

i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

)  r 

ERIC 


Daca   i  People    i  Tnings 

Data     i  People     |  Things 

1  1 

Reas.    1   Math*      |  Lang. 

F.  •  LEVEL 

F.  -  ORIENrATTOK 

INSTR. 

D* 

TASK  NO. 

3B   f       lA      1  lA 

3 

3      1    1       I  3 

I.E..? 

GOAL: 

OBJECT}  7E; 

TASK:    V^ites/dictates  report  of  investigatioa/facts/coaclvaionB  and  aeencjr^s  action  on  coinplaintf  in  order 
to  make  a  record  of  agency^a  handling  of  the  conrplaint. 

PEitFORMAKCE  STANDARDS 

TRAXNING  CONTEHT 

1 

TRSCRiPTiVJb!: 

I!]NCTIQISrAIi: 

'  c 
g 

*  Beport  is  accurate/complete* 
.    MoTkB  vith  reasonable  speed. 

*  Statements  are  clear  and  concise. 

.    Ability  to  record  all  appropriate  and  neces* 

sary  information  and  conclusions. 
.    Verbal  communication  skills. 

1 

i 

«9 

KDHEBICAL: 

SEEiCIi^C: 

Objective    1    Goal      |  Organ: 

*  Beport  is  conipleted  vi-Qiin  X  nunitber  of  days 
followii^  agency^s  action  on  couiplaint. 

*  Less  than      of  reports  are  found  to  contain 
information  tiiat  is  inaccurate/ineomplete/ 
inadequate. 

.    &[iovledge  of  standard  operating  procedure  for 
reporting  final  action  on  ooioplaint. 

*    Ehowled^  of  f indings/concludions/agen<7*  s 
action  concerning  complaint. 

PERFORMANCE  STANDARDS 

TRAINING  CONIENT 

4J 

c 

c 
o 
«^ 

ec 

g 

u 
o 

o 
o 

*> 

o 

Data   i  People    |  Things 

Data     {  Pi^ople    1  Things 

Reas.    1   Math.      |  Lj^ng. 

W.  F.  ^  LEVEL 

W.  F.  -  ORIEKCATION 

XN5TR. 

G.  E.  D. 

TASK  NO* 

3B    f      2  \ 

60%  1     3596    »  596 

3 

3     1        1     I        3  _ 

I*H*12 

goal; 

OBJECTI/E; 

1 

w 

1 

< 
• 

TASK;  Appeaxs/giveB  teetiiDooy  at  Fair  W^atingf  making  euro  all  facta  are  accurately  reported^  in  order  to 
provide  Appeals  Officer  with  information  vpon  yblcSi  to  tase  a  decieion. 

PERFORHANCE  SXAKDARDS 

lESCHlPiCXVE: 

*  Voxker  ie  articulate^  etatemente  are  clear/con* 
ciee/eaaily  imderetood* 

*  Information  presented  ie  accurate* 

*  Lees  tiian  ]ai  con^lslxi  that  voiicer^B  teetinoi^y  was 
inacoura'te/incoaqplete* 

*  LeBB  than  ^  coBoplaln  tliat  voiicer^B  attitude/ 
loanner  vaa  inappropriate  at  Fair  Bearixif* 

*  Worker  is  always  on  time  for  Fair  Bearing* 

TRAINING  CONTENT   *  - 

*  Ability  to  1>0  olijective* 

*  Ability  to  sunmarize  information  and  present 
information  in  a  clear»  verhal  manner* 

*  7er1?al  communication  skills* 

SFSCIFIC: 

*  Khowledjce  of  Court  expectations  in  givinff 
testimony* 

,    I^oowledjce  of  1?abkeround/histoxy  of  specific 
case* 

*  £howled£e  of  Fair  Bearinge/leeal  process* 

PERFORMANCE  STANDARDS                                                                 TRAINING  CONTENT  . 

^Data   1  People    )  Things 

Data    1  People    (  Things 

||    Reas*    1   Math.      1  Lang* 

W.  F.  -  LEVEt 

W,  F.  -  ORIESttrrON 

INSTR.     j               G*  E.  P. 

TASK  NO. 

34   /       lA  _1  lA 

im    \       3096    i  3096 

3       1        3      1       3       I  3 

Obyective    1    Goal     \       Organizational  Untt 

COAL: 

OBJECT l/£; 

> 

1 

H 
< 

1 

TASK:    Cheeks  client's  B)  caxd»  receives. mcmer  for  stamps  and  hands  Correct  amoxint  of  food  stamps  to  client, 
usin^r  the  JjodivlduEa  Participation  Eecord  and  making  change  as  necessary,  in  order  to  sell  food 
stamps  to  client. 

PESFORMANCE  STANDARDS 

1 

lOSSGRIPTXVEi 

*  Client  xeceiTes  food  stamps  in  excbange  for  casb 
within  a  reaaonftble  period  of  timet 

*  ¥ox3cer*8  inanner  is  pleasant^  courteous* 

NDMEBICiL: 

*  No  imoxe  than  X  mistakes  in  TP^iHng  change  occur 
om|r  X  period  of  time* 

*  Client  receives  correct  amount  of  food  staiq^s 

in  2^  cases  over  X  peiiod  of  time* 

TRAINING  CONTEST 

7QNCTXQNAL: 

*  Eov  to  make  change* 

*  Bow  to  verify  identification* 

SEECrPIC: 

*  Bow  to  detexmine  amount  of  food  stainps  due 
each  client  ^  vming  the  Individual  Barticipf^ 
tion  Becord  and  identification  cdrd* 

*  igency  S*G*P*  for  sale  of  food  stanqps* 

• 

1                              PERFORMMICE  STANDARDS                                                               .  TKAINING  OOKTENT . 

1    Oblective    I    Goal     \       Organizational  Unit  1 

Data  I  People    I  Things 

Data    1  Psople    (  Things 

Reas*    1  Mathi.     |  Lang* 

W.  F*  -  LEVEL 

W*  F*  -  ORlESEATtOK 

INSTR. 

G^  E,  0. 

TASK  HO. 

3B    f      3B  U 

3 

3      1      3      I  3 

goal; 

OBJECXT/E: 

> 
2 

\ 

< 

a 

TASK;    {Talks  ^tii/lifltens  to/aaks  and  answexa  quastions  of  client  owin^  moniea  to  a^ncy  thxoxa^  discxepan** 
ciea  in  Food  Stai^p  isBUance^  following  agency  S*0*F*  for  recovery  of  funds^  in  order  to  reach 
agreement  ^tii  client  on  metiiod  of  repayment  of  moniea  du&  agency* 

I       PERFOItMAHCE  STANDARDS 
IlBSCKiPTXVK: 

*  Worker  ie  articulate/speaks  persuasively* 

*  Stat^nenta  axe  clear/conciae* 

*  Voidcer  is  understanding/courteoua/tactftti* 

NUMERICAL: 

*  In  less  iban      of  casea^  woxker  falla  to  arrive 
at  matually  acceptable  metiiod  of  repagnnent  of 
iiKmiea  ^tii  client* 

*  Leas  than  ]^  of  clients  complain^  about  wraker^a 
attltude^iamier  in  regard  to  diacuaaion/metiiod 
of  repaannent* 

TRAINING  CONTENT 

MNCflQHAl:             —  -  ' 

*  Ccmomnication  akilla* 

*  Skill  in  interpersonal  relatlonshipa* 

*  Arithmetic  skills* 

SF!BCIFICt 

*  Znovledge  of  atandard  operating  procedusee  on 
recoveiy  of  funds  in  Food  Stan^  ^ogram* 

*  Showledge  of  specific  case* 

*  Showledge  of  agency  atandard  oa  acceptable 
adjusianent* 

*  Ehovledge  of  amount/reason  for  discrepancy* 

PERFORMANCE  STANDARDS                                                                 TRAIHIMG  COKT*^                            -  1 

ERIC 


Data  1  People    |  Things 

Data      People    i  Things 

1    Reas.    1  Math.     |  Lang. 

F.  -  LEVEL 

iKSTtt.     1  G. 

TASK  NO. 

3B  1      U     1  U 

2       1         2      1        ^       I  2 

GOAL: 

OBJECTI/E: 

TASK;    Counte/in\rentorieB  supply  of  atanipa  on  hand,  checking  previous  use  records,  in  order  to  obtain 
information  neceesary  to  maintain  supply  Inventory* 

-1-1 

PERFORMANCE  STANDARDS 

TRAINING  CONxENT 

PDHCICIQIUL: 

> 

H 

W 

c 

ft 

.    Inventozr  la  thorough/coDiplete/accurate. 
*    Voxke  with  reasonable  epeed. 

.    Ability  to  count,  balance  caah/food  stanips* 
.    Ability  to  contpaxe  information. 

1 

c 
o 

4J 

SUHEEICiL: 

m 

Objective    |    Goal     1  Organiza 

.    Less         ^  erxor  in  imrentosy  of  Pood  Stanips  on 
band. 

.    Food  Stanip  inventory  is  alwagra  accontplisbed  to 
allow  sufficient  time  to  proceee  order. 

.    &iowled^  of  specific  inventory  information 
reguired* 

.    Ehowled^  of  agency  3.  CP.  for  taking  invent 
tory. 

PERFORMANCE  STANMRHS 

TRAINING  CONTENT 

er|c 


Data  1  People    I  Things 

Data     I  People    \  Things 

Reas.    I  Hath.     |>  Lang. 

F.  -  LEVEL 

F.  -  ORlENrAXION 

INSTR. 

G.  E.  D. 

TASK  HO. 

3B  1      OA      1  U 

2 

2       13  12 

GOAL: 

OBJECT! /Es 

TASK:   HaintaiBs  peipetual  inventoxy/reoord  of  oaah  flow/Food  Staiitp  issuance  and  balance  on  band^  in  order 
to  recordA^rovide  required  information  for  Pood  Stamp  Program. 

PERFOItMANCE  STANEARDS 

TRAINING  CONTENT 

FUNCTIONALs 

cn 

onal  Unt 

.    Becorda  axe  acourate/oontplete. 
.    Vorlcs  with  reasonable  speed. 

.    Ability  to  maintfiCin  ii^ntory  records. 
.    Khowleage  of  booWceepittff/ability  to  balance 
books. 

H 

4J 

<a 

M 

HUH&RIClLt 

3 

Objective    1    Go^l     1  Organi 

.    Less  l^iaa  ^  error  In  perj^^tual  Inventory /record 
of  caah  flow/Pood  Stanrp  issuance  and  balance  on 
band. 

.    Imrentory/reoord  is  always  updated  daily. 

.    Ehowled^  of  locatlon/speoif ic  forms  to  be 
used. 

.    Knowledge  of  agency  standards  .for  record  Iceep- 
Ing. 

.    fiaowledge  of  information  requirements  for  Pood 
Stamp  Program. 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data  i  People    j  Things 

Data    1  People   ^  Things 

jj    Reas.    1   Math.  ^    \  Lang. 

1 

F.  -  LEVEL 

W.  F.  •  ORIENEAnON 

INSTR.     j                G.  E.  D.^ 

TASK  NO. 

3A   1      lA      j  lA 

9CfH     i      ^      \  ^ 

U       1         U      1       3        \  h 

GOAL: 

0BJECT3  Jit 



4* 

TASK:   idds^  totale-caBlrrecetvBd  far  the  day  ^afiff^^fS^on  bocks  sold  during  the  day^  reoonciling  the  totals 
of  each  azid  mi^xing  Hguxes  on  daily  tally  sheet  and  deposit  sllps»  in  order  to  detexmine  the  total 
amount  of  food  stamps  issued  for  tibe  day  and  to  halance  cash  receipts* 

PBRFOttHAKCB  STAIII3AKDS 

TRAINING  CONTENT 

> 

*^ 

PDNCTIGNlLi 

0- 

c 

§ 

U 

*  Vox3cer  Is  accuxate»  coiitprebenalve»  and  voijte  with 
xesaonable  speed* 

*  Fletixes  cm  daily  tally  sheet  axe  leglhls»  clsar* 

*  Wjw  to  compute  and  perfQxm  ailthm^tic  operar> 
tions. 

*  How  to  record  figures  legibly* 

*  Bdw  to  balance  ca£^  receipts*  ' 

H 
H 

<5 

tn 

M 

(0 

M 
i4 

HDMEBICALi 

3 

a 

Ob  tectlvc    1   Goal     \  Otgi 

*  Cash  xecelpts  balance  ^  of  tbe  tiiDe* 

*  Ho  ane  than  X  Instances  vfaere  supervisor  finds 
inaccuracies  in  additions  over  X  period  of  time* 

 r  

*    Qcnr  to  fill  out  daily  tally  abaet  -and  bank 

deposit  slips* 
.    Qcnr  to  determine  amount  of  food  stamps  and 

coi^cm  books  issued  for  the-day* 

■ 

PERFOEHAKCE  STANDARDS 

.           TRAINING.  CONTENT  .  . 

Data  I  People    |  f»lns» 


W.  F.  -  LEVEL 

HI 


Data    1  People  T  Things 


W.  F.  -  ORiatCAIION 
75%    I      1^1  1096 


GOAL: 


Reas.    I  Math*     |  Lang 


INSTR. 


G.  E.  D. 


I 


jTASK  HO. 
I.J.6 


OBJECTT/EJ 


TASK:    Deposlta  cash  xecelvod  for  His  day  into  "bank  Ckccount^  xecelvln^  a  receipt  for  -Uie  deposit  and 

pxocesBing  necessaxy  pa^x  voik  (deposit  slips*  dally  tally  sheet*  receipts'*  etc.)  in  order  to 

insure  Safeiy  and  ckccountablli-tT-  for  cash  received. 


PERFORMANCE  STAHDARDS 


a 

i 


g 

u 

O 


O 

o 


5 


IffiSCRIPTIVBi 


*  Voxkex  l8  HioTouf^f  tigtrceB  on  paperwoxSc  axe 

t    Papemoxk  la  pxoOeBBed  idith  reasonable  i9!peed  and 
accuracy* 

MOMEHICALl 

*  111  moDfify  Is  accounted  for  each  day* 

*  Daily  tally  sheeta  and  xeceipta  aiie  kept 
date  each  day* 

*  Ho  more  than  X  cOBglalnte  froat  hazdc  offlclale  ihai 
fijCures  on  dapoelt  slips  aie  illeglhle  over  X 
period  of  tijne* 


TRAINING  CONXEHT 


POMCTIQHALl 

*  Hoir  to  deposit  money  into  a  hazdc  accoxmt. 

*  Ehovledge  of  axithmetic  and  hooldce^lns 
principles* 


SEECIFICl 

*  How  to  fill  out  daily  tally  sheets  seceipte^ 
etc* 

*  Where  money  is  to  l>e  deposited* 


I. 


PERFORMAHCE  SIAHDARDS 


TRAINIMS  COMTEMT 


ERIC 


Data  _LPeople    !  Things 

Data    i  People    I  Things 

Reas.    1  Math*     |  Lang* 

W.  F.  -  LEVEIi 

W.  F.  -  ORIENIATIOW 

INSTR. 

G.  E*  D. 

TASK  »0. 

3B   1      lA      1  lA 

8556   1     mi  10% 

I  3 

3    1       3     1  3 

I.J.7 

GOAL: 

OBJECTl/E? 

TASK;    Prepares  "Beport  of  Claim  ]>etemination''  on  client  improperly  issued  bomia  Food  Stamp  'coupons^ 

recording  necesiuy  Infoniation^  in  order  to  inform  State  agency  of  action  and  to  make  recoomenda- 
tions  on  particular  client*  s  case* 

PERFORMAHCB  STMtDAIlDS 

TRAINING  CuHT£NT 

■ 

lESCRIFTIVBt 

FDNCHQIUXt* 

> 

1 

*^ 

c 

c 
o 

*  Beport  is  acctirate/con^lete* 

*  Vbrica  witb  reasonable  ^eed* 

*  Beport  is  prepared  prcnaptly  i^on  notice  of 
Improperly  issued  Food  Stanp  Coupona* 

,    Abilily  to  record  information  accurately. 
•    Comtioilcation  Skills* 

< 

g 

HQHEBlCALt 

U 

o 

5 

> 

4J 

O 

*  111  **Beport  of  Claim  3)eterminatlon''  forms  are 
completed/submitted  to  State  agmcy  witbin 
ageniqr  time  limits* 

*  less  than  ^  of  *lteport  of  Claim  3)etermination" 
foxms  are^  Inado^piate/iiicomplete/erronsous* 

.    Knowledge  of  locationAise  of  ''Report  of  Clain 

Iketexmination. " 
.    Knowledge  of  agency  eliglliilily  guidelines  for 

Food  Stanp  Program. 
.    Knowledge  of  'background  of  specific  caae. 

PERFORHIUrCE  SXANtiARDS 

TRAIHXH6  CONTENT 

c 

C 

o 

«3 

d 

Ui 
U 
O 

a 
o 

> 
o 

O 

Data   1  People    (  Things 

Data     }  People    {  Things 

1    Reas*    1  Math*     |   Lang*  | 

I/.  F,  -  LEVEL 

F,  -  ORIENIAnOK 

INSTR,                      G.  E.  0*                     1  TASK  NO. 

2     [      lA      1  lA 

m    \       ^       \  M 

2       1        2      1        3      i         3  1 

COAL; 

OBJECTIVE: 

> 

H 

i 

O 
* 

TASK;   ConrpleteB  and  routes  Beport  of  Redtictlon/Termixiatlon  of  Food  Staop  Benefita  to  State^ifSBS  agencieB 
.  in  order  to  report  leduction/tenitlnation  of  client's  food  Staop  beneflta. 

PERFORMANCE  SllANDARDS 

SBSCBIfSIVE: 

*  lojcm  axe  conipleted  accurately. 
.    Voxics  with  reasonable  Bpeed. 

HDHEItlCAL: 

*  Lees  Ulan      of  forma  isontain  incorrect/incoiD- 
plete/unolear  Infozniation. 

*  In  leas  tiian  ^  of  casest  voi3cer  fails  to  inform 
appropriate  agencies  of  reduction/teniiination  of 
client's  food  Staop  benefite. 

*  Less  than  ^  of  reports  are  routad  incorrectly* 

TRAINING  CONTENT 

PUNCnOHAL; 

*  Ability  to  record  infoxsnation  accurately. 

*  Ability  to  follow  siinple  routines* 

SEESCIPIC; 

.    Ehowled^  of  agency  routing  procedures* 

.    jEnowledge  of  foxin  location/use  for  reporting 

reduction/tenaination  of  Pood  Staop  benefits 

to  State  agency* 

*  Xhovledge  of  vhich  clients*  fCod  Stamp  benefits 
have  been/vill  be  reduced/teiminated* 

PERFOltMAMCE  STANDARDS                                                            TRAINING  CONTENT.. 

Data   1  People    |  Things 

Data    f  People    I  Things 

Reas*    1  Math.     |   L  mg. 

W.  F.  *  LFtfEL 

W.  F.  -  ORIEKTATION 

INSTR. 

6.  E.  D. 

TASK  NO. 

IB    1      lA      f  IL 

6^     1         5»6     1  ^ 

3 

3       1         3      I  3 

I.  J.  9 

GOAL: 

OBJECTI /E: 

TASKr   Keeps 'manthly  record  of  treginning  jjrren1»ry/sMp©ents/re1miim /transfer             inventory  and  book 

value  of  Food  Stainp  books  together  ^th  a  eunmaxy  of  saleSf  collections  and  deposits  joade^  in  order 
to  prepare/p3?ovide  12ie  Federal  IVDOd  and  Nutrition  Service  with  a  report  containing  necessary  inform 
mation  on  the  agency*  s  Food  Stamp  Program. 

PERFOHMANnE  STANDARDS 

TRAINING  CONTENT 

> 

u 

IffiSCBIFTIVE: 

PDNCTIONAL: 

CA 

*— t 

g 

4J 

*  Beports  axe  accurate/complete* 
-    Records  are  legible. 

*  Beport  to  Plederal  Food  and  Nutrition  Service  is 
completed  within  ageni^  time  limits* 

•  Ability  to  record  information  accurately. 

•  Knowledge  of  bookkeeping  procedure* 

H 

? 

H 
H 
< 

1H 

S! 

t4 
g 

NDHEHICIL: 

SFEiCIFIC; 

*fl 
O 
• 

Objective  .  I    Goal     ]  Org; 

*  In  less  than  3^  of  caaeSf  report  to  Federal  Food 
and  Nutrition  Service  is  inadeguate/inccn^lete/ 
contains  eiiora* 

*  IfontlUy  records  axe  always  iq;>*to*date. 

•  Coovledge  of  interrelationships  of  all  agency 
foms  and  records  used  in  Pood  Stantp  Erogranu 

•  Xhovledge  of  ^ecific  use  of  Federal  Pood 
Stamp  foms. 

.    Xhoid.edge  of  information  required  for  pood 
Stamp  reports* 

PERFORM/mCE  STANDARDS 

_  _    TRAINING  CONTENT  . 

ERIC 


Data   1  People    \  Things    1     Data       People    \  Things 

Reas*    1  Math.     |  Lang. 

W.  F.  -  LEVEL                 W.  F.  -  ORIENtATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

^  I      lA       i      lA       L     7^    (       S»     I  2096 

2 

2      I         2      1  2 

I.J.IO 

GOAL: 

OBJECTI/E; 

TASK:      Upon  receipt  of  new  shipment  of  ?ood  Stanrps^  checka/inapects/records  serial  nnmbers  and  quantily 
received  in  order  to  verify  that  order  haa  been  properly  filled* 

PERFQRMAliCE  STA^WIARDS 

TRAINIHG  COHTEKT 

Objective     1    Goal      |       Organizational  Unit 

lEBSCBIPTlVKt 

*  Inspection  is  thorough/ complete* 

.   Accurately  verifies  data  regarding  shipment* 

*  Works  vith  reasonable  speed* 

HUMKRTRATt* 

.    Less  than  2^  error  in  recording;  of  serial 

numbers  of  VooA  Stamps. 
.    Serial  niimbers  are  recorded      of  time  prior 

to  issuance  of  Food  Stamps. 

FDHCTIQHAL: 

*  Ability  to  comparo  information  azid  specific 
numbers. 

.    Ability  to  record  information  accurately. 
SEECIFICf 

*  Xjiovledge  of  location  of  serial  numbers  and 
location/use  of  form  to  record  information* 

*  Enovledge  of  quantily  of  food  Stamps  ordered* 

> 

H 

w 
o 

. 

PERFOBMAHCE  SXANI>ARDS 

TRAINING  CX^NISNT 

ERIC 


Data   t  People    1  Things 

Data    1  People    1  Things 

\ 

Rcas .    1  Mach .     \    Lang . 

W.        -  LEVEL 

F.  •  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3A     1      3^       1  lA 

3 

3            .1  U 

I.  J.  11 

goal; 

OBJECTIVE: 

t 

TASK;    Makes  home  vlsit/tallca  ^th/oialces  note  of  those  clients  \dio  axe  househoimd/feel^le/phrsically  bandl* 
oapped/oltorwise  disabled  and  -oimble  to  prepare  nieals  follovii]^  agency  S.O.P*^  in  oxder  to  suggest 
to  client  a  referral  to  Social  Services  unit  for  **Non-profit  meal  delivery  service." 

PERFOBMANCE  STANDARDS 

TRAINING  CONTENT 

UBSCHIPnVE: 

FONCTIOHAL: 

zatlonal  Unj 

*    Voiter  is  articttlate>  statements  axe  clear  and 

concise.              "  , 
-    Voider  is  ol^servant/patient/tactful. 

.    Al^ility  to  aslc  questions. 

.    AMlity  to  evaluate  infonnation  in  relation  to 

specified  criteria. 
.    How  to  draw  conclusions  from  personal  ol^servaf* 

tion. 

NOMBRICALf 

SEBCIFIC: 

Objective     1    Goal      |  Or 

.    Lees  tfaan  J?^  of  clients  vho  a^rpear  to  need 

sei^ice  do  not  receive  suggestion  that  service  is 
avallablct/are  not  referred  to  Social  Services  - 
unit. 

.    Knowledge  of  eligll^ility  reguir^nents  for  **Non- 

profit  meal  delivery  service. " 
.    XhovXedgB  of  standard  operating  procedure  for 

referral* 

*  ^fiwwledge  of  case  history  of  specific  client. 

/ 

1 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

_Pata   I  People    |  ^tngs" 


W.  F.  -  LEVEL 
3A     J       U  I 


Data    \  People    |  Things 


W.  F.  -  ORIENEAITON 


INSTR 


j    Reas*    I   Math^     \  Lang< 


G,  Dt 


I 


I 


TASK  NO* 


GOAL: 


OBJECTl  /S* 


TASK;     Bevleva  Food  Stamp  coi^on  requests  received  Isy  mall»  makes  necessary  cooiputartlons  and  determines 

coig^ns  alloted/portioti  requested^  recording  amount  and  value  in  client^s  file/stamp  register/cash 
flow  record^  in  order  to  assure  that  client  is  entitled  to/receives  requested  Food  Stamp  cou{»ond* 


OX 

to 


o 


PERFORMANCE  STAKDARDS 


DESCRIPTIVE: 

*  Confutations  are  accurate* 

*  Ito  terminations  are  made  proorptly* 


KOMERICALt 

Less  ISian  2^  of  error  in  mailing  correct  allot* 
jment/portion  to  client  within  agency  time  limits* 
Client's  file/stamp  register/cash  flow  record  is 
always  current* 

Less  i^ian      of  Food  Stamp  coupons  mailed  axe 
returned  to  agency  because  of  inaccurate/incom- 
plete/unclear address* 


TRAINING  CONTENT 


FDNCTIONALt 

*  Ability  to  organize  materials* 

*  Ability  to  record  aco\irate  information* 

*  Ability  to  perform  arithmetic  computations* 

SPECIFIC  t 

*  Knowledge  of  agency  guidelines  regarding 
mailing  of  Fbod  Stamp  books* 

*  Knowledge  of  agency  guidelines  for  Food  Stamp 
Program* 

*  How  to  determine  number  cf  coupons  allotted 
to  client* 


s 


< 
tTJ 

Si 

*5S 


PERFORMANCE  STANDARDS 


TRAINING  CON'KNT 


ERLC 


Data   j  People    1  Things 

Data    1  People    I  Things 

Reas.    1  Math.     |  Lang. 

F,  -  LEVEL 

INSTR- 

G.  E,  D. 

TASK  NO. 

2      I     U        f  lA 

9096     1      ^       »  ^ 

2 

1    1  lie 

GOAL: 

OBJECT! /E: 

TASK:   Iddresaee/a tuffs  emrelopes  with  schedulinff  form  and  foim  letter,  to  clients  lAioss  purchaeing  date 
has  eacpi»d>  explaining  Pood  Stanrp  prooediiresj  and  delivers  to  appropriate  location  for  pick-ijgp^ 
in  order  to  send  this  information  to  appropriate  Food  Stanip  Program  participants* 

PERFOHMAKCB  STANDARDS 

TRAINING  CONTENT 

INSCRIPTIVE: 

PQNCTIONALs 

> 

1 

C 

c 

O 

.    Proper  address  is  put 

forms  are  enclosed* 
-    Vorks  with  masonabls 

on  envelope  and  correct 
spesd* 

-    How  to  address  and  stuff  envelopes- 

U 

t9 

K 

HDMERICALs 

SPECIFICS 

Objective     |    Goal     1  Organi 

•    Ovsr  X  period  of  tlme^  only  X  incoisxect  addressss 
placsd  on  envelopes. 

Over  X  period  of  time^  no  mom  than  X  complaints 
frcwL  Mcipients  iSiat  they  mceived  incorrect  or  ^ 
incomplste  information* 

r 

.    S*O.P*  for  ssndlng  exit  forma* 

.    Clients  to  vhcmi  thsss  forma  should  l)e  sent* 

-    Clients*  addresses. 

*    Mail  pick-tqE>  location. 

FERFORKAlfCE  STANDARDS 

TRAINING  CONTENT 

ERLC  ' 


Data   !  People     1  Things 

Data     1  People    \  Things 

Reas.    I   Math.      \    Lang.  ] 

W.  F.  -  LEVEL 

W.  F.  -  ORIEHCAnON 

INSTR. 

G.  E.  D.                    1  TASK  NO. 

U     1     lA       1  lA 

7556    1      556     i  20% 

3 

3     13      13      1  l.JvlU 

GOAL; 

OBJECT] /E; 

TASK:    Examines,  assesseSf  evaluatesf  computes  from  infoxmatlon  on  Pood  Stanip  ag^lication  form»  TerificatioQ 
and  documentation  provided  by  applicant^  alon^  vith  Information  gai^ered  during  interview^  in  xelar* 
tion  to  eligibility  requirements  as  stated  in  agency  guidelines^  in  order  to  make  initial  determinar^ 
tion  of  applicant's  eligibillty/ineligibility  for  Food  Stamp  Ftogram. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

\ 

HBSCBIPTIVEj  

FONCTIQNALv  * 

w 

§ 

Cd 

*  Computationa  asDe  accurate* 

*  Vorlce  with  reasonable  ^eed. 

*  How  to  assess/coordinate  data  trxm.  several 
sources* 

^    Ability  to  evaluate  information  in  relaticm  * 
to  agency  guidelines.  * 

*  How  to  perform  axithmetic  coiflputations. 

H 
5 

s 

in 

j-i 

*^ 
o 

ganl 

NQHEBICAL;  ^ 

SFGCIElCt 

. 

O 

o 
u 

*  less  tiian  ^  of  initial  determinationa  are  later 
found  to  be  erroneous* 

*  All  initial  determinationa  are  made  vlthin  agency 
time  limita* 

*    Ehovled^  of  agency  guidelines  for  Food  Staiq) 
Acogram* 

^    Knowledge  of  case  recordsf  >Aiere  th^  are 
located* 

,    Knowledge  of  eligibility  requirements  for  Food 
Stamrp  program* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT  . .             . :  1 

.It 

ERIC 


to- 


.  Data   I  People    |  Things 

Data     1  People    [  Things 

i!    Reas.    1  Math.     \  Lang. 

tf.  F.  -  LEVEL 

W.  F.  -  ORIEKCAnON 

INSTR. 

G.  E.  D. 

TASK  NO. 

li      I      11       1  11 

9096  1  1 

3 

^      f        3      I  3 

I.J.  15 

4 

GOAL: 

OBJECTI/E: 

TASK:  Beviews/evaluates,  makes  coo^putation  on  basis  of  additional  infoiraation  on  income,  sresoucces,  and 
fandly  conrposition  sillied  by  applicant/client  in  relation  to  prior  agency  decision,  (i.e.,  eligi* 
bility  for  Food  Stai^p  Kx>gram,  amount  of  coupon  alloiment),  usixt^  a^nqy  ^n^delines  as  necessaxy, 
ih  order  to  malce  decision  as  to  vhether  or  not  change  is  warranted* 
1 

PERFORMANCE  STANDARDS 

TRAINING  cojrcmr 

JffilSCHXPrXVE: 

1 

ACTIONAL: 

itional  ITni 

«    Computations  axe  accuarate. 
•    Voidca  with  reasonable  srpeed. 
.    Decision  made  is  c&nsistent  with  agency  guide* 
lines/xegjuixements. 

.    Ability  to  evaluate  information  in  relation 

to  specified  criteria. 
.    J&iovledge  of  arithmetic  procedure* 

1 

< 

NDMBSICIL: 

SfSCIFIG: 

o 

• 

o 

*5 
O 
O 

.    Less  than  ^  of  detexminations  axe  later  found 

to  be  erroneotus. 
.    Ill  determinations  are  made  within  agency  time 

limits. 

4 

*   Knowledge  of  agenoy  guidelines  for  Food  Stantp 
J^^O£p[^altt. 

.    Xhovledge  of  eligibility  requirements  for  the 

Food  Stainp  program. 
.    Koovledge  of  prior  agency  decision  concerning 

caaes. 

Objective    1  < 

PERFORMMICE  STANDARDS 

TRAINING  CONTENT 

Data   1  P€QpI«     1  Things 

Data    I  People    {  Things 

■ 

Reas.    1  Math:.     |  Lang. 

F.  -  LEVEL 

W.  F.  -  ORIENfAnON 

IN5TR. 

G.  E.  D. 

TASK  NO. 

2    \      13      \  U 

2 

2      1  ■     3      I  2 

GOAL: 

OBJECTl/E: 

TASKi   Giypes/issues  ^'Authorization  to  Purchaae**  (AIP)  caxd  to  eligil>l0  client>  showinf  purchase  requirement 
and  amount  of  coupon  allotment>  iu  order  to  enahle  client  to  pu3?chase  Food  Stamp  couiK>ns  fxom  agency* 

PERFORHAHCE  STAKI>ARDS 

TRAINING  CONTENT 

> 

lal  Untt 

.    ilP  Cards  are  issued  promptly. 

.    Information  on  cards  is  accurate/complete. 

Sow  to  type. 
.    How  to  select  pertinent  information  £com  a 
mass  of  data. 

H 

s 

>^ 
O 

HDHEHICALi 

SPEXilFlCi 

Goal     1  Organlzs 

#    ill  eligihle  clients  receive  **Au1^rization  to 
Purchase**  (ilP)  card  ^tfain  agency  time  limits. 

.    less  13ian  ^  of  IXP  cards  contain  erroneous  ' 
information. 

.    Enovledge  of  standard  pperatin^f  procedure  for 
issuance  of  "Authorization  to  Purchase**  j^iUCP) 
card. 

.    Enowledge  of  agency  eligibility  guidelines  for 
.  Pood  Stamp  Program. 
,  *    Khowiedge  of  content  of  card/idiere  BUpply  is 
located. 

*    Enowledge  of  soU3?ce  of  information  needed  to 
issue  card. 

O 

Objective  | 

• 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT.. 

o 

ERIC 


Data   t  People    J  TUingd         Data     )  People    |  Things 

Reas*    1   Math.      |  Lang* 

F.  -  LEVEL           1             F,  •  ORIEKrAnOK 

INSTR. 

G,.  E. 

TASK  NO* 

2     (     lA       (      2B       i        8^  (       5%     t  1096 

2 

2       (It  3 

I*J*17 

GOAL; 

OBJECT! /E: 

TASK;    Coinpletes/iypes  the  *^otice  of  AdTOrse  Action*^  to  client,  within  agency  time  limits^  >rtien  client's 

ehanse  in  status  increases  'Qie  purchase  xequirement  or  xeditces  ihie  coupon  alloiaaient,       ^Mben  client*  s 
eligihility  for  Food  Sta^s  is  terminated,  in  order  to  adviae  client  of  leasouCs)  for  cheui^/teml- 
nation  and  rig^t  to  request  a  Pair  Hearin^f* 

PERFOItMANCE  STAKEARDS 

TRAINING  CONTEHT 

*r4 

ISSCHIPTIVEs 

> 

(H 

c 

(9 
a 
o 

*  Vorlcer  is  articulate,  statements  are  clear  and 
conciae* 

*  Report  is  accurate/c(»iqE>lete* 

*  written  comnnmication  Blcills* 

•  How  to  type* 

H 

N 

NUHERXCAL: 

3£T!CIFICv 

1— 1 
£^ 

Lve    1    Goal     1  Organ: 

*  All  *irotice8  of  Adverse  Action**  axe  mailed  to 
clients  williin  agency  tine  llnkits* 

*  Less  than  ^  of  clients  complain  they  did  not 
undexetand  flkeonixie  of  «llotioe  of  Advexee  Action** 
and/or  rifg^i  to  a  Fair  Bearingt 

*  Knowledge  of  standard  qperatingr  procedure  for 
change  status  in  Food  Stamp  Program* 

"  *   Biiowledge  of  which  clients  should  receive 
^notice  of  Adverse  nActiOn*** 

*  EhowlMge  of  sourcea  of  infcmati^  required 
to  ccHi^lete  ^^ctice*** 

*  Knowledge  of  standard  ojperating.  procedure  for 
Fair  HiearlQg* 

Objects 

PEKFOBMU!lCE  STANDARDS 

TRAINING  CONTENT 

Data      People     |  Things    1     Data     |  People    |  Thlnss 

1    Reas*    1  Math.     |  Lang. 

W#  F.  -  LEVEL           j         W.  F.  ORIENEAnON 

IHSTR. 

G.  E»  D* 

TASK  MO. 

2(2       i       2B      1               1       50%    I  15% 

2 

2  1113 

I.J>18 

GOAL: 

OBJECTl /Et                      .        *  ' 

TASK;    Coopletes/lTpes  form  for  transfer  of  client*  s  oase  records  to  another  ^jxiriediction,  discuasee.  f orm 
vi-Qj  client,  eJEplftining  the  puxpose/use  of  form,  folloving  agency  S*0*P*,  in  order  to  assiire  that 
client  is  elisllDle  for  Food  Staxnp  ooiq>ona  in  -Qia  county  to  idiioh  he  is  moving* 

PEttFORtlANCE  STANDARDS 

TRAINING  CONTENT 

TSBSCBIPEIVEi 

i 

V. 

a 

;:> 

a 

0 

-H 
4J 
«0 

N 

*  Fom  iB  conflated  accurately* 

*  VoiSca  vith  xeasonable  speed. 

*  Voi^r  ie  patient/understazidinff* 

miMERIClLs 

*  Ability  to  fill  out  forms* 

*  Abilii^r  to  copy  information  accurately* 

*  How  to  type* 

*  Verbal  communication  skills* 

arociFic: 

i 

< 

m 

Ob  j  cc  tlve    1    Goal    ,1  Orgai 

*  Less  than  ^  of  form  are  inaccurate/incoioplete* 
.    Lees  than  ^  of  clients  do  not  understand  use  of 

fonn* 

*  ill  forms  fox  transfer  of  applicable  clients  are 
completed  vithin  agency  time  limits* 

*  Knowledge  of  etandaxd  pperating  procedure  for 
completing  form  for  transfer* 

*  Knowledge  of  agency  guidelines  for  taajaefer  of 
client  to  another  county  in  Food  Stainip  Program* 

*  Xhovledge  of  content/purpose  of  ^for^/whare 
stqjvply  is  located* 

F  ' 

PERFOBMMICE  STANDARDS 

TRAINING  PONXENT. 

Oaca   )  People    1  Things 

Oaca     1  People    I  Things 

3    Reds.    I  Mach.     |  Lang* 

-  LEVEL 

W.       -  ORIEM CATION 

INSTR.                    G.  E.  D. 

TASK  NO, 

2     f       2        1  2B 

25%     1     609fi      t  .  15% 

2         1       2        1        1       I  3 

I.  J.  19 

COAL: 

oejectt/e: 

TASK:    Typee/ie&oee  **Hall  lesuance  Bequeet**  foxm  and  explalna  vse  of  foxm  to  client  in  order  to  enable 
client  to  request  Food  Stainp  books  by  mail* 

PERFOBMAHCE  STAHBARDS 

TRAINING  CONTENT 

XBSGKIPCIVE: 

FONCXIOIUL: 

> 

s 

CI 

5 

«e 

*  Poxn  is  accurate/complete. 

*  Vbiks  vith  reasomble  epeed* 

*  VoAbt  is  ajrtieulatef  statements  axe  clear  and 
concise* 

*  Voidcar  ie  courteoila/patient/tactfVO.* 

4 

t  ' 
.    How  to  type. 

*    Terbal  comiaDiication  skille* 

H 

< 
PI 

fid 

HUMEBICIL: 

SPECIFIC: 

• 

Objective    |    Goal     1  Ot 

*    Lese  ihaxi      of^  clients  coinplalji  ili^  did  not 
undeistand  voxker*e  explanation  of  iiseaee  of 
Hall  Iqauance  ^eijiiast^  foxm* 

.    Voxkar  eiplainq  to  all  clients  javallabillly  of 
food  Stamp  l^baka  ligr  aall* 

\  ' 

V 

.    Ability  to  explain  form  nse/maillne  pzoceduzee 

for  Food  Stamp  books* 
*   Knowledge  of  locati<^/use  of  *7fedX^  leaiianca  - 

Request^  fc^. 
.  *   Kiu>vledee  of  agency  guidelines  i^gexdlng. 

mailing  of  Food  Stamp  books* 

'     PERFOBMANCE  SMNDAllDS 

TRAINING  OOKaENT  ^  . 

Data   1  People    |  Things 

Data     1  People    1  Things 

1    Reas.    1  Math.     |  Lang. 

W.  F.  *  IBVEL 

W.  F.  -  ORIENTATION 

INSTR.     1               G.  E.  D. 

TASK  NO, 

1     1       lA      1  lA 

8556  1      S}6     i  1096 

1          1         1      i        1       1  2 

I.  J.  20 

GOAL; 

OBJECTIVE: 

TASK:     Chacks/verlfies  nana  of  client  against  names  oa  file  followixi^r  a^nc^  3*0*?*^  in  order  to  identify 
persona  actually  participating  in  Food  Staoip  program* 

PERFORMANCe  STANDARDS 

TRAINING  CONTENT 

lESCBIFIIVB: 

TDNCTIGIULL: 

c 
o 

CO 
»4 

*  Accurately  identifies  persons  participating  in 
Vood  Stavp  progran* 

*  Works  vith  reasonable  speed* 

*  Tile  of  persons  participating  in  agency  Food 
Staii^  program  is  leapt  i9-to-date. 

.   lljiliiy  to  oompase  information. 
•    How  to  tiae  filing  eytitem* 

d 

00 

NQHBBICAL: 

SPECrPTC: 

Objective    {    Goal     ]  Or 

*   All  clients  axe  verified  against  agency  file* 

.    Knowledge  of  location  of  Food  Stan^  filee. 
.    Ihovledge  of  agency  checking  procedtixee. 

FERFOSMMICE  STANDARDS 

TRAINING  CONTENT 

'  Data  1  People    i  Things 

Data    1  People    |  Things 

Reas*    1  Hath*     |  Lang* 

-  LEVEL 

F.  -  ORIEOTATtON 

IHSTR* 

G.  E,  D. 

TASK  NO. 

IS    \        2         1  1A 

60       1      25        1  IS 

2 

2      1         1      I  3 

I»J»  21 

GOAL: 

OBJECTIVE* 

TASK;  Verifies  the  status  of  ?ood  Stanrp  pTogram  for  specific  clients 'aSPPly^^  ^or  categorioal 

asaistance^  clearing  zecord  with  Food  Stamp  Unit  file  clexk^  and  soliciting   infoxroatlon  from 
client^  in  oxder  to  determine  i^t  action  voxjcer  muet  take»  pertinent  to  oXient*8  ellgiMlity 
for  Food  stamps* 

PERFORHANCX  STANEAKDS 

TRAINING  CONTENT 

> 

Objective    |    Goal     ]       Organizational  Unit 

DESCRIPTIVE: 

*  Voxker  is  careful  to  check  Ute  status  of 
applicants  with  the  ^od  Stamps  TJnit* 

*  Voxker*s  attitude  is  pleasant^  courteous^  heXpftdli 

NDKESICALt 

^    In  X  time^  fewer  than  X  number  of  cases  in  vhich 
WDii^r  processes  categorical  assistance^  client 

^  '  is  later  'foxind  to  he  still  receiving  non*Biblic 
Assistance  7ood  Stamps^ 

*  In  X  time^  fewer  than  X  numl>er  of  complaints 
fxoffi  clients  that  voxker  vaadi^courteou^* 

PONCTIOMALt 

*  Hov  to  request  specific  information 
clearly  and  coonrteously* 

*  Sow  to  conduct  simple  Interview  with  people 
of  varied  social/oiiltural  badcgxounds* 

SPECIFIC  t 

*  IV)od  Stamp  program  regulations* 

*  Vho  to  contact  In  the  Pood  Stamp  Unit* 

*  Vorder  action  necessitated  according  to 
current  status  of  client*s  Food  Stamp  program* 

r 

H 

< 
n 

O 
* 

PERFOBMMTCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


Data   i  People    |  Things 

Data    f  People    |  Things 

Reas*    1  Math.     |  Lang* 

M.  F.  -  LEVEL 

M.  F.  -  ORIEKIATION 

INSTR» 

G,  E.  D. 

TASK  NO. 

^1       11       1  11 

^     1      ^          I  ^ 

I.J»  22 

GOAL: 

OBJECTIVES 

TASK:  Transfers  client  eligibility  for  food  stamp  Program  from  nan  Puiblic  Aafiistance  to  Puiblic  Aasietance  f 
program,  proce88iiig/con^leting  neceseaiy  foms  accoxdiiig  to  S^O^P  in  order  to  certify  client  for  / 
receipt  of  food  fita^8  according  to  Federal  regulations*  / 


Q 
O 

o 

g 
u 

o 


PERFORMANCE  STANDARDS 

DESCRIFPIVE; 

*  Certification  is  coiaplete»  accurate,  and  tlioely* 

*  Worker  followB  S^O^P*  in  preparation  of  necessary 
forms. 

*  Worker  is  careftd  to  cancel  eligibility  for  non- 
Public  Assistance  Pood  pStamps* 

HDMEaiCAL; 

*  In  X  time^p  fewer  than  X  number  of  cases  submitted 
by  worker  are  returned  because  of  errors^ 
omissions^ 


> 

o 


TRAINING  CONTENt 

FONCTIONAL; 

*  How  to  fill  out  forms. 
.    How  to  add»  subtract  numbers^  incl^lding 

the  use  of  decimals* 

*  How  to  read  imderstand/interpret  basic 
instructions. 

SEESCIFIC; 

*  Forms  to  Tjse  in  certlfytngnonrPublic  Assistance 
Food  Stains* 

*  Forms  to  use  in  certifying  client  for 
Food  Stands* 

*  Eligibility  re<iulrementa  for  Food  Stamps* 

*  Location  of  supplies/forms* 

*  Knowledge  of  Federal  regulations  for  receipt 
of  Food  Stamps* 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


I 

_Data 

1  People    1  Thingd    f     Data    i  People    [  Things 

1    Reas.    1  Math.     |   Lang.  | 

W.  F.  -  LEVEL           1        M.  F.  -  ORIENTATIOS 

INSTR.     i                 fi    E.  D.                     t  TASK  WO. 

5      !     5      1      3      I     ^       1  1 

GOAL: 

OBJECTIVE; 

TASK: 

TiiY*im1nM/<wfllMfl+j*B  pnlirti*m  i^t"^  p-mrt*»i?liiT^R  Invnlv***!  in  Qiia^l^ty  Con-hrol  progi^ama  in  Y*">fl+*^™  ^-^ 

axid  Federal  social  service  guidelines,  in  order  to  recommend  adjuatmenis /changes  in  the  policies/ 
procedures  ^Aiicb  vill  make  them  consistent  with  established  guidelines. 

PERFORMANCE  STANDARDS 

TRAINING  CONTEST 

HBSCRIPTXVEi 

FQKCTIONAL.* 

g 

* 
* 

Evaluation  is  comprehensive,  conrplete,  and 
objective - 

IdJua-bnentB  to  the  programs  are  consistent  with 
state  and  federal  social  service  guidelines. 

.    How  to  analyze  programs  in  ]:;elation  to  estab- 
lished rules  and  regulations. 

3d 

1 

c 

BOHEBICAL: 

Objective    1    Goal  '  \  Orga 

* 

No  instances  of  a  conTlict  between  established 
guidelines  and  policies,  procedures  are  over^ 
looked  by  worker. 

Evaluation  of  one  program  completed  within  X 
period  of  time« 

.    Content,  puxpose  goals,  objectives  of  Quality 

Control  programs. 
4    State  and  federal  rules/regulations  Hiat  apply 

to  Quality  Control  program.  - 
.    dowledge  of  state  and  Federal  social  service 

guidelines. 

PERFORMANCE  STANDARDS 

TRAtNINC  CONTEKT^ 

ERIC 


Data    1  People     I  Things 

Data     1  People     {  Things 

Reas.    1   Math.      |  Lang. 

1     Obfcctlvc        Goal      |       Organizational  Unit 

W.  F.  •  LEVEL 

P.  •  ORIEMTATtOK 

INSTR. 

G.  E.  D. 

TASK  NO. 

u     1    u     1  U 

S           3      I  U 

XX.  2 

GOAL; 

OBJECTIVE: 

> 

il 

C 
* 

TASK;   ^teimines/decides  on  policies  and  procedxixes  for  iinplementinf/operatinf  fhe  Quality  Control  program 
in  the  state,  ainendlng  policies  as  new  situations  require,  in  order  to  vrite/compose  a  plan  for  Hbe 
operation  of  Quality  Control  using  own  knowledge  of  the  established  Quality  Control   program  and 
program  development  and  knowledge  of  Income  Maintenance- 

PERFORMAKCE  STAin>ARDS 

IIBSCRIFTIVE: 

.    Plan  is  clear,  logical,  compirehensive. 
.    Final  plan  is  consistent  with  established  federal* 
state,  and  bureau  guidelines. 

NDHBRICAL: 

.  No  more  than  X  instances  in  X  da^s  where  policies/ 
procedures  are  found  to  be  illogical  or  inrpraotlca 
to  cany  out. 

*    ^an  Is  conipleted  in  X  amount  of  time. 

TRAINING  CONTEN'T 

PUNCTIONAL: 

Program  development. 
.    How  to  decide  on  policies/procedures  ^diich 

will  accomplish/establish  goalB  and  objectives. 
•     ^lowledire  of  Tncome  t^in^^enanfie. 
.    Knowledge  of  Quality  Control. 

SIBCrPIC: 

.    Purpose,  goals,  objectives  of  Quality  Control 
L  unit. 

.    Established  Pederal,  State  and  Bureau  guide* 
lines  conce^^iiliig  the  operation  of  Quality 
Control  program/income  mainteoanoe  program. 

.    Manpower  and  financial  resources  available 
for  program. 

PERFORMANCE  STANDARDS                     '                                      TRAINING  CONTENT 

CO 


Data   1  People    |  Things 

Data     1  People    \  Things 

Reas*    1  Math*     (  Lang* 

W.  F.  -  LEVEL 

W,  F.  -  ORIENTATION 

INSTR* 

G.  E.  D^ 

TASK  SO. 

U    1     u     t  u 

8596    t     10%    1  5?6 

h 

k    \     X      [  ^ 

I.E.  3 

GOAL: 

OBJECTIVE: 

TASK:  Revievs/evaluates/exaniines  Quality  Control  vorksheets  and  schedules  sulK>xdinatee' have  oonipleted  in 
order  to  xeoonmend  hetter  procedures  and  work  methods. 

PERFORMANCE  STANDARDS 

TRAINIMG  CONTENT 

> 

iffisoaiPi'lvst ' 

PDNCTIONAL; 

f— 1 

§ 

*  Examines  and  evalmtes  voxjcsheet  inrpairtially  and 
analytically* 

*  Worksheets  are  evaluated  in  a  reasonable  amount 
of  time* 

NUHERICAL; 

\    Bow  to  evaluate  subordinates  * 

*  Ehovled^  of  Quality  Control* 

*  See  G*E*D4 

SPIiCIFIC; 

* 

Objective    1    Goal      |  Orfian 

*  Ihrflni-rnAft/wftliiAtea  T  vOTlCBbeetB        ^  time. 

*  Over  X  period  of  tlme>  no  more  12ian"^  oomtplainte 
from  subordinates  of  biased  or  inrproper  evalua- 
tions of  sxibordinate  vorksbeets  or  scbediilinff* 

*    Knowledge  of  subordinates  responsibilities* 
^    Xhowled^  of  woxkaheete  used  and  agency  fo^aoat 
for  worksheets  and  scheduling* 

PERFORMANCE  STANDARDS 

TRAINING  COOTENT 

Data    1  People     |  Things 

Data     1  People    \  Things 

P    Reas .    1  Math .     |   Lang . 

*  ,^  -1 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

C.  E.  D. 

TASK  NO. 

— 

e: 

1 

« 

O 

§ 
O 

o 

c; 

u 
o 

U      1      lA       1  U 

k 

U      1     3       1  3 

I.K.  4 

GOAL; 

OBJECTIVE: 

I 

>; 

< 

T: 

TASK!    Analyzes /evfj-uates /examines  statisticfj.  and  general  data  submitted  by  sooial  voxker  lU's  concexnin^; 
errors  made  in  income  maintenance  by  an  employer  or  client  detecting  major  problem  areas  t  » lying 
on  ow  Imovledge  of  Income  Naintenanoe  program  policyt  guidelines^  and  agency  S*O.F.^  in  order  to 
recommend  subjects/areas  to  ^diich  Bureau  of  Income  maintenance  staff  should  direct  their  immediate 
attention. 

PERFORMANCIL  STANDARDS 

.    Analyzes  data  logicfj^ly  and  is  unbiased  in  eval- 
uation of  it. 

.    Detects  major  problem  areas/subjects  easily  and 
with  speed. 

NUHEBIOAL: 

.    Analyzes  X  data  within  £  time. 

.    Over  X  period  of  time  fewer  than  X  Scciti  Worker 

ni's  complain  tbBt  the  data  they  submit  is  not 

being  properly  checked. 
.    Reconsnended  axeaa /subjects  always  reflect  major 

problems. 

TRAINING  CONTENT 

FUHCTIOHAL: 

•  How  to  examine  and  analyze  data  for  assessment. 
.    Knowledge  of  Income  Miaintenance . 

.    How  to  recognize  problem  areas  of  income  main*^ 
tenance. 

.    Oiypes  of  errors  vhich  are  made  in  inc<^ 

m^intoiance. 
.    How  to  ]?ecognize  problem  areas. 

•  What  lypes  of  problems  warrant  immediate 
attention. 

PERFORMANCE  STANDARDS                                                                   TRAINING  CONTENT 

ERIC 


Data   j  People     j  Things    j     Data     |  People    \  Things 


-  LEVEL 


F.  -  ORIENTATION 


9q?6  j  I  ^ 


INSTR. 


Reas.    I  Math.     |  Lang. 


G.  E. 


I 


I 


TASK  NO* 


lA 


GOAL! 


OBJECTIVE: 


TASK:  Writes/types  rec[uested  information  on  field  investigation  section  of  Qualiiy  Contsol  vorkaheet, 
using  information  received  from  client  and/or  collateral  interviews,  in  order  to  identify  method 
and  source  of  verification  of  all  appropriate  factors  of  eligibiliiy,  payment  and  civil  ri^ts. 


c 

o 


U 


f3 
O 


I 

u 


PERFOBMAKCE  STANDARDS 


IIBSCRIFTIVE: 


Accurately  identifies  Bkethod  and  source  of  veri* 
fication  of  data* 

Task  is  coQipleted  in  a  reasonable  amount  of  time. 


NOMEBIGAL; 

.    Less  than      srror  In  entries  per  Qualil7  Control 
voilcsheet* 

All  worksheets  axe  coatpleted  within  agen^  time  . 
liMts* 

.    Voi^r  is  able  to  identify  method  and  source  of 
Verification  of  information  in  all  cases. 


TRAINING  CONTENT 


PDNCTIONAL: 


.    How  to  type. 

.    General  knowlsdge  of  Qualily  Control. 
.    How  to  select  pertinent  information  from  a 
mass  of  data* 

SPECrPIC: 

.    Knowledge  of  content/purpose  of  Quality  Control 
voidcsheet* 

*    Einowledge  of  agency  time  limits  for  con^leting 
task* 

.    How  to  identify  method  and  source  of  verifica- 
tion of  information* 


< 


PERFORMANCE  STANDARDS 


TRAINING  CONTEJiT 


ERIC 


Data   j  People    |  Things 

Data     {  People    |  Things 

Reas*    t  Math*     |   Lang*  | 

M.  F.  *  LEVEL 

W*  F*  -  ORIENTATION 

INSTR* 

G*  E.  D*                    1  TASK  NO. 

3B      1    2            1  lA 

45         i     40         1  15 

2 

3          f   3           I   3           IlK*  6 

GOAL: 

OBJECTIVE! 

TASK:  Xalks  to/listens/asks' client  questions,  using  scheduled  report  form^  to  gather  information  needed  in 
order  to  verify  eligibility  for  Public  Assistance^  that  the  correct  amount  of  assistance  is  being 
certified^  and  that  the  civil  rights  of  recipients  are  being  protected* 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

u 

G 
« 

B 

1  t 

DESCRIPTIVE  1 

*  Worker  provides  clear^  accurate  description  of 
procedures . 

*  Interview  with  client  completed  with  reasonable 
speed* 

*  Conclusions  are  consistent  with  given  information* 
■  Pleasant  *      ceo tins  manner  towards  r 1 ient . 

*  Worker  is  precise^  thorough^  and  pron^t  in  securing 

FUNCTIONAL; 

.  Basic  interviewing  skills 

.  How  to  relate  information  secured  concerning 

policies^  procedures^  and  eligibility  factors 
.  See  G*E*D* 

.  How  to  relate/interpret/evaluate  a  mass  of  data 
SPECIFIC: 

ADHIIIISTBATIVE  Ij 

Objective    |    Goal     1  Organtzal 

needed  information. 
NUHERICXL; 

.  No  more  than  XZ  of  clients  complain  of  worker*  s 
manner  and  lack  of  clarity  in  questions* 

*  Worker  meets  deadline  for  reports  XZ  of  time. 

*  In  direct  review  of  sample  cases ^  fewer  than  K%  show 
inconsistencies  between  conclusions  of  worker  and 
information^  an  oversight  of  information^  or  error 
in  interpreting  information* 

.  Thorough  knowledge  of  eligibility  factors  and 
policy/procedures  ' 

.  Types  of  problems  most  frequently  encountered  in 
eligibility  review 

*  How  task  contributes  to  subsystem  objective 

o 

• 

'   *                PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1    Objective    i    Goal     ]    .  Organizational  Unit  I 

Data  J  People    |  Things 

Data     )  People    |  Things 

1    Reas.    1  Math.     |  Lang. 

F,  -  LEVEL  ^ 

W,  F,  -  ORIENTATION 

INSTR. 

G.  E.  D.  / 

TASK  NO. 

4      J    lA         1  lA 

80         Is          1  15 

Is          1    1            I  4 

I.K  7 

GOAL: 

OBJECTIVE: 

> 

I 

< 
m 

M 
. 

TASK;  Evaluates  statistical  analysis  froih  Quality  Contt 
manual  directives^  and  the  actual  phasing  in  the 
Maintenance  field  and  knowledge  of  Bureau  procedu 
of  repeated  errors  in  use  of  Income  Maintenance  a 

ol^  considering  the  existing  worker  training  program^ 
manual^  basing  judgment  on  experience  in  Income  / 
res  and  objectives  in  order  to  pinpoint  the  caus^Cs) 
nd  eligibility  forms. 

■■■             ■■  - 

PERFOEMAHCE  STANDARDS 

DESCRIPTIVE: 

.  Exercises  good  judgment  in  determin:tng  adequacy  of 

teaching  programs  for  workers* 
,  Objective  in  reassessing  Bureau  policy  and  possible 

interpretations  (misinterpretations)  of  manual 

directives. 

•  Applies  experience  and  knowledge  of  field  operations 

to  gain  insight  into  problem  areas. 
.  Accurately  determines  the  causes  of  errors. 

NUMERICAL; 

«  In  X  time^  review  of  same  data  by  supervisor  results 
in  at  least  X%  correlation  with  worker's  results. 

,  In  X  time^  at  least  Xy(  of  causes  isolated  by  worker 
can  be  shown  to  reduce  errors. 

TRAINING  CONTENT 

FUKCTICKAL; 

.  How  to  interpret  statistical  analysis 
.  How  to  evaluate  training  programs 
«  How  to  interpret/evaluate  manual  directives 
.  How  to  develop/interpret  Bureau  policy  and  trans- 
late to  manual  form 
.  Extensive  knowledge  of  Income  Maintenance 

SPECIFIC: 

,  Knowledge  of  use  of  Bureau  Manual 
«  Knowledge  of  policies/objectives  of  Bureau 
' ,  Knowledge  of  existing  training  programs  for 
field  workers 
.  Types  of  errors  frequently  being  made 
.  Disposition  of  information^  once  causes  of 
errors  have  been  determined 

PERFoKtlANCB  STANDARDS 

TRAINING  CONTENT 

o  _ 
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Data  !  People    i  Things 

Data    i  People   [  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENXATtON 

INSTR. 

G.  E.  D. 

TASK  NO. 

li       1        LB      1  1A 

hi?        f      liO        1  1? 

^     I       3     i  ^ 

M.A.  I 

goal; 

OBJECTIVE; 

TASK^  Discusses  data  regarding  patients  with  fellow  physicians  at  staff  meetings,  eacplorinff  treatoent 
problems,  givinff/receivinff  advice,  usinff  own  professional  knowledge,  laboratory,  social  history 
findings  in  order  to  arrive  at  treatment  plan  and  to  increase  staffs  awareness  and  possible 
solutions. 

u 
c 

*— t 

c 

O 
C9 

g 
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O 

' 

O 

O 

o 

CI 

o 

PERFOItMANCE  STANDARDS 

XEBSCSIPTIVE: 

.    Becommendationa  are  iieeful  and  show  good  judgement. 
.    Staff  is  made  jnore  aware  of  probleioa  and  possible 
solutions. 

.    Becommendations  are  made  in  time  to  alleviate  the 
problem. 

.    Becommendations  are  made  cotarteouely,  according  to 
xnsxxxutj.on  s   d.  u.  -r.  lor  meetings. 

NUMERICAL: 

-    Over  X  period  of  time,  ^  of  woiker's  recoramenda^ 
tions*"are  jut  into  effect. 

Over     period  of  time^  no  more  than  X  number  of 
complaints  are  received  form  the  staff  as  to 
solutions  to  their  problems. 

TRAINING  CONTENT 

FUNCTIONAL: 

•    Professional  knowledge  of  medicine  at  the  level 

of  physician. 
.    How  to  discuss,  give  advice  and  give  reports 

to  peers/subordinates. 

Eow  to  accept  and  ^pply  advice  from  colleagues. 
.    Knowledge  of  patient  records. 

.    Knowledge  of  institution's  available  treatments* 
.    Knowledge  of  medical  reports  given. 
.    Knowledge  of  institution's  S.  0.  P.  for  meet- 
ings. 

> 
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PERFORMANCE  STANDARDS 

TRAINING  <X}NTENT 

ERIC 


[     Objective    1    Gonl     1       Organizational  Unit  1 

^  Data  I  People    t  ^ings 

Data    1  People    \  Things 

1 

Reas.    1  Math*     )  Lang, 

W.  F*  *  LEVEL 

F*  -  ORIEMTATION 

INSTR* 

G.  E.  D. 

TASK  NO, 

_<B    I       <         1  1A 

^  1 

1        ^      t  ^ 

1  M.A.  2 

GOAL; 

OBJECTIVE  I 

> 

1 

i 

< 

a: 

o 
* 

TASK:  jjg^j^^gg  vaccine  and^^osage  for,  initiates  and  oversees  immunization  progranij  using,  nursing 

'  staff  according  to  standard  hospital  procedure  and  patient's  need,  on  order  to  imnnmize  a  niMber 
of  people. 

PERFORMANCE  STANDARDS 

EESCaiMIVEj 

.    A  particular  illness  is  prevented  .conipletely  from 
infecting  institution's  residents/personnel* 

.    The  inummizatiOQ  program  is  well  organized^ 

The  iiDmunisation  program  is  coinpleted  in  a' 

reaaonal>le  amoimt  of  tiine* 
ijnMii>PTn  AT* 

*    Over  X  period  of  time,  no  more  than  X  number  of 
oases  of  "Qie  illness  are  reported  in  tile 
institution* 

Over  X  period  of  time,  no  more  tiian  X  number  of 
complaints  are  received  as  to  the  immunization 
programme  organisation* 
.    The  immunization  program  is  oonipleted  in  ; 
number  of  days  £com  viiea  need  for  it  vas  first 
recognized. 

i 

i 

TRAINING  CONTENT 

FDNCTIOBtUi;  ^ 

.    Professional^  knowledge  of  medicine  a;t  the 
level  of  Physician. 

SPECXPIC: 

.    Knowledge  of  each  patient^  allergies. 
*    Knowledge  of  nursing  staff* 

imnmlzatioris . 
.    Knowledge  of  contageous  illnesses  threatening 
area. 

PBRFORMANCB  STANDARDS 

TRAINING  CONTENT 

Data  1  People    |  Things 

Data    (  People    f  Things 

Reas*    t  Math*     |  Lang* 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO, 

Ji       \               \  1A 

ii?      !       ?0  IS 

S       f      3        I  5 

H.A.  3 

GOAL: 

OBJECTIVE: 

TASK;  TgjJts  to/converses  with  nxirsiug  staffs  expressing  ^  open,  non-oritioal  attitude  toward 
of  professional  knowledge,  in  order  to  promote  and  develop  a  positive  leaming  climate* 

Qixy  lack 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

i  UnLt 

HtBSCRIFTIVS: 

»    Haa  pleasant,  positive  attitude  vhen  diacussitig^ 

leBxnixig  yriMi  nursing  staff* 
*    Haa  non^critioal  attitude  toward  any  lack  of 

knowledge* 

FtmCTIONAL: 

•  How  *o  maintain  aupportive/non-jTidgemental 
attitude  ^en  dealing  with  oHiBr  woxkere* 

*  Professional  knowledge  of  nursing  to  level 
of  registered  nurse. 

1 

>— I 
(-P 

s 

Objective     [    Goal     1  Organisational 

KUHBRICAL: 

*  Only  X  complaints  over  X  period  of  time  about 
vo3!ker's  manner. 

*  '  Over  X  period  of  time,  nursing  siqjervisors 

note  attitude  improvements  in  X  nursing  staff 
m^bers,  due  to  woxker^s  conversations* 

JLf  -MrV  • 

*    specific  staff  attitudes/training  needs* 
The  best  location/emotional  atmosphere  in 
which. to  have  discussions  with  nursing  staff* 

m 
o 

• 

PERFORMANCE  STANDARD 

TRAINING  CONTENT 
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TASK  NO. 
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GOAL; 


OBJECTIVE; 
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TASK;  Examines/evaluates  social/medical  history,  clinical  data  concerning  client's  physical/mental  condi- 
tion in  relation  to  urgency,  special  treatment  that  may  be  needed,  using  own  knowledge  of  treatment/ 
therapy  facilities  available  in  order  to  determine  disposition  of  case  for  treatment* 


performamce  stawdards 

descriptive: 

•  Conclusion  is  consistent  with  data** 

.  Xll  factors  and  variables  are  considered. 

.  Referrals  reflect  good  judgment* 

NUMERICAL; 


.  Inatitutions/hospltal  accept  X7.  of  referrals. 
.  Over  a  specific  period  of  time,  fewer  than  X  com*' 
plaints  that  all  factors  were  not  considered. 


TRAINIMG  COHTEMT 

FimCTIOHAL; 

.  Knowledge  of  Social  Services 

•  How  to  evaluate  social /medical  history  Information 

•  How  to  evaluate  clinical  data 

SPECIFIC : 

.  Treatment/therapy  facilities  available  at  the 

hospital  f ins  titutions 
.  Specific  case  material 

•  Where  to  obtain  needed  inforn^tion 

•  How  to  make  a  referral 


I 
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TRAINING  COHTEHT 


ERIC 
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Data    1  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

ilNSTR. 

G.  E-  D. 

TASK  NO. 

SB    1       itC      1  3A 

\         3^    i  20 

6 

^          \        ^          [  < 

M.A-  5 

GOAL; 

OBJECTIVE: 

TASK;  Examines  a  patient,  asking  questions,  noting  ayinptoiiis,  employing  laboratoiy  tests  and  using  various 
instruments,  as  needed,;  consulting  patient's  medical  record,  and  evaluation  information  received 
fjcom  examination,  in  order  to  identiiy/diagnose  patient's  ailment  and  prescribe  a  rea^dy  for  it. 

PERFORMANCE  STAMi>ARDS 

TRAINING  CONTENT 

c 
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o 

CP 
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o 

IffiSCRIFTIVE: 

.    Voricer's  examination  is  thorough  and  skillful. 
.    Vosdcer'a  manner  is  aoothing,  objective  and 

respectful  toward  patient. 
.    Voricer'a  diagnoaia  and  prescription  are  accinrate. 

NUMERICAL: 

.    Over  X  period  of  time,  no  more  thap  ^  of  worker's 
examinations  wre  found  to  be  faully  or  supers 
ficial. 

Over  X  period  of  time,  no  more  than  3^  of 
con^lainta  are  xeceived  aa  to  voider 's  maimer. 

Over  X  period  of  time,  no  more  than  2^  of  wo3^er*s 
diagnoses  and/or  pxescriptions  are  found  to  have 
been  inaccurate  and/or  harmful  to  the  patient. 

FONCTIONAI.: 

.    KDovledge  of  medicine  at  the  level  of  physician. 
.    How  to  put  a  person  irtio  ia  p'byaically  ill 
at  tJieir  ease. 

SPECIFIC: 

Kiowled^  of  Hie  patienti  his  symptoms  and 
personality. 
.    Knowledge  of  drugs  and/or  treatment  to 
preacrihe  for  a  specific  patient. 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   j  People    |  Things    {     Data     |  People    |  Things" 
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W.  F.  -  ORIENTATION 
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G.  B.  D. 
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TASK  NO. 


I 


M.A.  6 


GOAL; 


OBJECTIVE: 


TASK:     Diacusaea  client'a  condition  with .jmraing  home  iBanager/owner>  emphasizing  the  client'a  progreaa/ 

iiorprovad  condition  and  hia  ability  to  function  outside  the  nursing:  hoae>  in  o3?der  to  encoura^  the 
manager/owner  to  cooperate  in  releasing  the  client  from  the  nuraing  home. 


00 


u 
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PERFORMANCE  STANDARDS 


HBSCRIPTIVE; 


Vaxker'a  manner  ia  persiatent>  yet  pleaaant. 
Worker  exhibita.  concern  for  patient  in  hia 
diaeuaaion  with  nursing  home  manager. 


NUMERICAL; 

.    ^  nursing  home  managers  talked  with  cooperate 
wltii  worker  over  X  period  of  time* 

.    No  more  than  X  instances  over  X  period  of  time 
arlae  idbere  ai^erviaor  notea  the  worker  not 
considering  the  best  interests  of  his  client 
ytien  talking  with  the  nursing  home  manager. 


TRAINING  CONTENT 


FDNGTIONAL; 

.    Some  knowledge  of  Social  Work. 

.    How  to  be  convincing. 

.    Function  of  nursing  homes.  ^  - 

.    Knowledge  of  health  care  practicea. 

SPECIPIO> 

.  Client*a  present  health  and  the  extent  of  his 
ability  to  function  independently.- 

.  Specific  nursing  home  manager's  personalities 
and  past. 
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PERFOR>iANCE  STANDARDS 


TRAINING  CONTENT 
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TASK  NO, 

3B  1      3B      1  lA 

h 

h    \    1    I  k 

M.A.  7 

GOAL; 

OBJECTIVE* 

TASK;    TaUcs  vith/dlscuases  an  individual's  situation  with  oonoexned  relatiws  and/or  f^iendst  aasurlne 

them  that  1^  person  is  capable  of  taking  care  of  himself  and  does  not  need  ai^  additional  services 
(nurslne  home  odTOf  homemalcert  etcO       order  to  oomrince  them  that  the  individual  does  not  need 
In-Patient  Treataient  and  Care. 

PERFOBMAKCE  STANDARDS 

TRAINIKG  CONTENT 

> 

TDNCTIONALv 

1 

% 
c 

Q 

.   Voxlcer  is  understandine^  sympathetic. 
*    Helatives/f^iends  imderstand  worker's  reasons  for 
advising  against  ixwpatient  treatment  and  oare. 

'  *    Sow  to  'be  convincing* 
*    How  to  apply  oonsellng/soolal  woii  skills. 
.    Awareness  of  medical  services  offered  in  the 
state* 

.    Knowledge  of  health  care  practice/priuciplea. 

H 

? 

H 

o 

S 

KUHERICAL: 

SfEOJFIOs 

. 

Obloctivc    1    Goal     1  Or 

*  In      caseSf  family/friends  agree  with  worker's 
sugsgestiona  over  X  period  of  tiine. 

*  JSo  more  than  X  cooiplaints  a1>out  worker's  manner/ 
attitude  over  X  period  of  tlme^ 

*  Beasons  relatives/friends  have  for -notifying 
worker  of  a  need  for  medical  services*  * 

*  Indlvidx;ial*s  medical^  social  situation  and  bis 
living  arrangementa* 

*  What  servlceSf  goals  axid  objectives  axe  involved 
in  Xn-Patient  ^Creatnoent  and  Ca^. 

/ 

1 

PERFORMMtCE  'STAND^ROS 

TRAINIttG  OONTEKT 

.  Data  i  People    i  Things 

Data    t  People    |  Things 

I    Reas*    L_Math*     |   Lang*  j 

-  LEVEL 

-  pRIENTATION 

INSTR* 

'               1  TASK  NO. 

3B    I       hC     \  2A 

20    1          60    \  20 

3 

U         [       1          I       3         1  M.B.  1 

GOAL: 

OBJECTIVE; 

TASK:  Gently  inserts  catheter  into  patient's  xjrinary  tract  and  bladder,  as  prescribed  ty  plgrsician, 

reassuring  and  calming  patient,  using  professional  medical  knowledge,  and  following  hospital  / 
0^       for  urinary  catheterization  so  as  to  aid  the  patient's  excretory  process,.  / 

PEKFOHMAMCE  STANDARDS 

t             TRAINING  CONTENt 
PONCfUIONAL: 

1 

jcctlve        Goal      |    .  Organizational  Unit 

^    Catheter  is  inserted  as  painlessly  as  possible* 

*  VorlEer's  manner  is  calming  and  respectful* 

*  Catheter  is  inserted  in  a  reasonable  amount  of 
time* 

*  Once  inserted,  catheter  runctiona  correctly* 
NUMERlCALi 

*  Over  X  period  of  time,  no  more  than  X  number  of 
valid  complaints  are  received  as  to  pain,  bleeding 
or  an  infection  caused  by  catheter* 

^    Over  X  period  of  tiiae,  no  more  than  3^6  of  patients 

Complain  of  vorlcer's  manner* 
^    Catheter  is  inserted  in  no  more  than  X  number  of 

minutes* 

^    Professional  knowledge  of  nursing  to  the 
level  of  Registered  Nurse* 

SPBCIPIC: 

*    ^lowledge  of  pl^ician*s  prescription* 
^    Kiowledge  of  patient* 

.    Knowledge  of  hospital  S.  0.  P.  for  urinary 
catheterization* 
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£: 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


,Ddta   i  People    |  Things 

Data    1  People    |  Things 

Reas.    1  Math.     |   Lang.  1 

i           W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D.                      TASK  NO. 

2      1        IB      1  1B 

1?      1                1  ^0 

2 

ill         I       1         Im*B.  2 

GOAL; 

OBJECTIVE: 

TASK:  Attachee/places  electrodea  on  patient'a  cheat  usinff  a  ^elly  type  adhesive^  following:  S.  0.  F.  Tor 
eleotrocazdiograiDBf  in  order  to  oomiect  the  patient  to  the  machine  for  the  electrocardiogram  teet. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Obiective    i    Goal      |       Organizational  Unit 

IIBSCRIFTIVE: 

.    Slectrodea  are  attached  to  the  prgper  area  qf  the 

cheet.  « 
.    Vojdcer  le  gentle  and  patient. 
.    Vorker  exerciaea  neceaaaiy  precautions  for 

KUHERICALt 

.    On  a  spot  ^  check  by  auperviaor^  the  electrodea  are 

.    The  patient  ie  prepared  and  read:  'by  the  acheduled 
teeting  time. 

• 

FUNCTIONAL: 

.    Requiremente  for  the  placement  of  electrodee 
for  an  electrocardiogiyain. 

.    Technical  knowledge  as  it  ai^lies  to  electro- 
cardiograms. 

SPESCIFIC: 

.    S.  0.  F.  for  electrocardiograms. 

.    Location  of  work  aidee  (i.e.,  adheaive  jelly). 
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PERFORMASCE  STANDARDS 

TRAINING  CONTENT 

ERIC 
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Reas.    t  Math.     |  Lang* 
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INSTR. 

G.  E.  D. 

TASK  NO. 

3B      1     4C         I    lA          I      20       1     65         1  15 

3 

3        (       1        I  2 

H.B.  5 

GOAL; 

objective: 

TASK;  Removes  intravenous  apparatus  from  patient  upon  prescription  of  physician,  carefully  removing  adhesive 
from  patient^s  forearm  and  gently  withdrawing  needle  from  vein,  applying  antiseptic  and  bandage  to 
puncture  using  professional  medical  knowledge,  in  order  to  discontinue  intravenous  feeding. 

PERFORMANCE  SXAHEAROS 

TRAINING  CONTENT  . 

1 

DESCRIPTIVE! 

FUNCTIONAL! 

tional  Unit 

.  Intravenous  apparatus  is  removed  from  patient's  arm 

as  painlessly  as  possible. 
.  Intravenous  apparatus  is  removed  correctly  and 

speedily. 

.  Antiseptic  and  bandage  are  applied  consistently. 
ITOMERICAL; 

,  Kow  to  comfort  a  patient 

.  How  to  remove  intravenous  apparatus 

.  How  to  apply  an  antiseptic  and  bandage 

SPECIFIC: 

,  Knowledge  of  S.O.P.  in  hospital  for  Intravenous 
retiK^val 

Sz! 
(- 
CO 
H 
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H 

Oblectlve        Goal      I  Organizai 

,  Over  X  period  of  time,  no  more  than  X  number  of 

intravenous  removals  are  performed  incorrectly  and/or 
carelessly. 

*  An  antiseptic  and  bandage  are  applied  after  every 
intravenous  removal . 

.  Knowledge  of  physician^s  prescription 
.  Knowledge  of  patient 

B 
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PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Data   1  People     |  Things 

Data     1  People    [  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

w.  F.  -  Orientation 

INSTR. 

G.  E.  D. 

TASK  NO. 

3B    i       3B  lA 

1096          8^  \  ^ 

3 

3      11  13 

M.B.  A 

GOAL; 

OBJECTIVE; 

TASK:   Encoxirages/persiiades  client  to  follow  pl^sician's  prescript! on/treatment  plan»  resolving  client^s 
vorries  and  eliminatlBf  somy  minor  barriers,  iisln^  own  Imowledge  of  client  and  his  situation  and 
r©ferrlnfir  to  doctor's^prescription  and  Plan,  in  oxdex  to  convince  client  to  follow  pl^ician*s  advice 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

UBSCRIFTIVE; 

PDNCTIONAL: 

> 

E 

ID 

^  C 

.    Worker  puts  client  at  ease  and  persuades  him 

successfully. 
.    Worker  is  respectful  and  tactful  with  client* 
*    Worker  exercises  good  judeement  in  eliminating  any 

harriers  \jhich  trouble  client* 

*    How  to  persuade  people* 

.    How  to  solve  minor  problems  \diioh  prevent  a 
person  fxom  following  a  physician^s  advice. 

H 

g: 
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NDHEEtlCAL; 

SEECIPIC; 

. 

■  w 

.    Over  X  period  of  time  no  more  than  ^  of  wozfcer*s 

clients  Complain  of  worker*  s  manner* 
.    Over  X  period  of  time  no  more  than  ^  of  worker's 

clients  fail  to  follow  doctor*s  advice  due  to 

barriers  worker  failed^to  eliminate. 

*  S^owled^  of  specific  patient. 

*  Knowledge  of  barriers  confironting  a  specific 
client  and  how  to  overcome  them* 

!                              PERFORMNCE  STATJDARDS 

TRAINING  CONTEST 

1 

ERIC 


Data   1  People    1  Things    I     Data    |  People    \  Thinss 

Eeas«    1  Math«     |  Lang« 

W.  F.      LEVEL                  W.  F.  *  ORIENXMION 

INSTR. 

G.  E.  D. 

TASK  NO. 

3B     1       3*^      1      lA        I      3Wb     I       60%     1  ^ 

U 

1      1       [  u 

M.B.  5 

GOAL: 

OBJECTIVE! 

- — ' 

TASK:    TaUcB  to  client  about  Ma  pl3QraicaL  health  artd/or  living  arraitgementat  encouragi^  him  to  se^  a 
physician*  a/public  health  nurae'a  opinion  regarding  theae  areas  in  order  to  convince  the  client 
to  aeek  aid  in  reaolvin^  probleiod  concerning  physical  health  or  living  arxangementa^  i 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

1 

as 

ISSCBlPnVE: 

c 

*j 

O 
>u 
iU 

.    Shows  concern  and  intereat  in  cllent'a  aituatiom 

*  VoiJcer^a  manner  is  pleasant  and  his  diacusaion 
la  easy  to  c<Miiprehend« 

•  Diacusaion  is  vresentad  in  a  Doaitive  loanner. 

*  Hov  to  encourage  someone  to  take  a  specific 
course  of  action* 

*  Sow  to  help  others  without  l)eing  authoritative* 
.    Ehowledge  of  social  work  principles. 

H 

5 

<= 

n 
g 

a 

c 

NUMERICAL: 

-SI^ITIC: 

* 

Obtcctivc        Coal      |  Or&ti 

• 

«    Ko  more  than  X  con^lainta^  over  X  period  of  time» 

concerning  worker*  s  manner. 
*   29^  of  clienta^  over  X  period  of  tijoe^  e:q>resa  an 

intereat  in  obtaining  a  professional  oplnlont 

after  consulting  with  worker. 

*  Medical  services/living  arrang^Dents  availal^le 
to  client* 

•  Nature  of  client*s  prol>lems»  reasons  he  baa  not 
sought  medical  services  prior  to  contact  wi-Qi 
the  Social  woxker* 

PERFORMANCE  STANDARDS 

TRAINING  CONTEtn 

Data   I  People    j  Things 


W.  F.  LEVEL 


Data    t  People    (  Things 


W.  F.  -  ORIENTATION 


6096  t 


INSTR. 


Reas»    I  Math»     |  LangT 


G.  E.  D. 


I 


TASK  KO. 


556 


GOAL; 


objective: 


TASK:  Talks  to/discussss  with  a  olisnt  residing  in  a  ntarsing  home  his  iiffproved  condition,  ahility  to 

function  vith  less  caief  sncouraging  sslf  rsliancs  and  discussing  benefits  of  foster/fainily  life/ 
home  living  in  order  to  persuade  Hie  client  to  ssek  an  alternative  living  arrangement* 


PERFORMAKCE  STANDARDS 


C?1 


o 


c 

PC 


H 

o 


> 


u 
O 


*  Worker  is  £i:isndlyf  pleasant  and  tactrul* 

*  Worker  is  encouraging  and  assniages  clients  fears* 

*  Clsarly  dsscribes  ths  bensfits  for  the  client* 
in  clearly  uodsrstood  manner* 

*  In  X  time  fewer  than  X  coniplalnts  from  nursing 
home  perscmnel  "Uiat  Hie  client  was  xmdiily  x^set 
after  the  discrission* 

*  Over  X  period*  ^  of  clients  are  persuaded  to 
try  adult  fpster  care* 


TRAININg  COKTENT 


PONOTIOHALt 


How  to  voik  wi1^  and  sncourage  elderly  people* 
Enovlsdge  of  social  voijc  as  it  relates  to 

older  clients*  ^  

Enovledge  of  health  care  principlss/practicss* 


> 

§ 

H 


Enowled^  of  ^iie  puxposes  and  o^jeotives  of 
Adult  Poster  Caxe. 

Xnavlsdigid  of  Hie  client's  oapabilitiest  pereon- 
alityt  hie  pastioular  pro'bl'ems  and  health* 
Knowledge  of  alternate  living  arrangmnexits 
available  to  His  client* 


PERFORMANCE  STANDARDS 


"TRAININC  CONTENT 


ERIC 
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Data    (  People     1  Things 

Data     1  People    (  Thingft 

Reas .    1   Math .     |    Lang . 

W.  F.  '^  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

U     1       3A      1  lA 

3596    i     6QJfi  1 

u 

U     1  111*. 

M.B,  7 

goal: 

OBJECTIVE: 

& 

TASK:    Talks/liatens/diacitaaea  ^th  client,  the  poaaiMlily  of  reaidence  In  a  nursing  home/oonraleacent 
home^ioapital,  e^phaaislnff  and  explaining  the  poaitive  aspects  of  a  change  in  living  arraz^gem^ta 
for  the  client,  in  order  to  encooirage  client  to  consider  in-pat|ent  caxe. 

s 

PERFORJIAWCE  STANDARDS 

TRAINING  CONTENT 

I^CRIPTXVB: 

> 

C 

,:d 

CHS 

S 

ShowB  concern  ai^d  interest  In  cllent^a  aituation. 
.    Voxker'a  information  ia  relia^ble. 

Discussion  is  clear  and  presented  in  a  positive 
manner. 

.    How  to  encourage  someone  to  take  a  specific 

ootirae  of  action. 
.    How  to  relate  to,  and  empathise  with  clients. 
.  *  Knowledge  of  health  oare  servdoes. 

r-i 

t9 

KUHESICAL: 

SFEOIFlCt 

. 

Oblcctlvc     1   Goal      |  Orgc 

.    No  more  than  ^  instances,  over  X  period  of  tiioef 
vhere  voxker  misrepresented  in-patient  ca3?e  to 
a  client. 

.    T^on  review,  stcpervisor  notes  no  more  than  2t 
instances,  in  X  period  of  time^  i^re  worker  vas 
indifferent  to  the  client's  concerns. 

.   ^  of  clients,  over  X  period  of  tiB&f  entered 
a  nursing  homef  convalescent  home  or  hospital 
after  oonstiLtlng  with  wrtor. 

.    Besources/iervices  avallal^le  to  client. 
.    Client's  situation;  positive  reasons  for 
considering  in-patient  oaxe. 

/ 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

ERIC 


t 

Dsta   i  People     |  Tliijifts 

OriCa     1  People    \  Things 

j    Reas*    (  Nach*     {  Laiis* 
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W.   F*  -  ORIENTATION 

XNSTR* 

C*  E*  D* 

TASK  KO. 



3B  I        2  lA 

3 

3     1       1     t  U 

M.B.  8  \ 

GOAL: 

OBJECTIVE; 

TASK;   Asks  queatlons/dlacusaea  medical  problems  of  prospective  clients  with  doctor^  follovlng  agimcy  S^O^F^ 
in  order  to  obtain  infonoation  on  ^diich  to  base  a  declaion  conce3:nin£  referral  of  clients  for  home- 
maker  aervicea* 

PERFOIiMAMCE  STAITDAEUJS 

TRAINING  CONTEKT 

ISBSGRIPTIVE: 

FDNCaSOSTAL: 

> 
g 

< 

c 
* 

*^ 
c 

*c 
§ 

N 

*  Worker  ia  pleasant  and  courteono* 

^    Worker  expladLns  fully  vhy  auch  information  ia 
needed* 

*  Worker  reapects  the  confidentiality  of  the 
Infoimation* 

*  How  to  ask  guaations  in  a  courteous  manner* 

*  Knowledge  of  Homemaker  Services  -  ite  functions 
and  limitations* 

*  Knowledge  of  other  ag^cies  in  Depar-bnent  of 
Sooial  Services* 

*  Knowledge  of  health  care* 

g 

M 
O 

KUHEBICALt 

SFBCIFIC: 

o 
> 

O 

*    No  more  'Qian  X  complalnta  are  received  from 

doctors  over  X  period  of  time  conoeming  worker' a 
manner* 

.    No  more  than  X  con^lainta  from  dienta  over  X 
period  of  time  that  worker  did  not  reapect 
confidentiality-of  infoxsoation* 

.    Knowledge  of  client's  doctors* 

*  Knowledge  of  how  to  refer  clients  to  another 
agency* 

*  Knowledge  of  agency  rules  concerning  confiden- 
tial InfoiTmation* 

PERPOmNCi  \  STANDARDS 

TRAINING  CONTEST 

ERIC 


i  Data~TPoople    !  Thin<;s    [     Data     |  People    j  Things 


H    Reas,    (   Math,     j  I. 


anp,. 


W.  F.   -  LEVEL 


W.  F.  -  ORIENTATION 


IKSTR. 


G.  E.  D. 


TASK  NO. 


M.B.  9 


GOAL: 


OBJECTIVE ; 


TASK:    Talks  with  and  dlscxisses  medical  situation  with  cllenti  Identifying  and  planning  fcr  the  removal  of 
bairrlers  idalch  prevent  the  client  from  receiving  medical  care,  using  own  evaluation  of  client's 
situation,  In  order  to  assist  client  in  applying  for  medical  services. 


00 


« 

c 

U 

o 


o 


PERFORMANCE  STAin)ARDS 


IIESCRIPTrVE; 

*  Voz!k:er  dlacuaaes  client*  a  altuatxon  thorcug^ily. 
.    Worker  developa  succeaaful  plans  to  overcome 

barriers. 

*  Worker  is  tactful  and  landeratanding. 
NDMEHICALt 

.  Over  X  period  of  tiioe^  rto  more  than  ^  of  vO}^er*& 
clients  complain  of  neg:lect  and/or  lacO^  of  medical 
services- 

*  Over  X  period  of  time*  no  more  than  ^  of  worker's 
clients  complain  about  worker*  s  manner. 


TRAINING  CONTENT 


FDNCTIO^AL; 

•    Sow  to  put  people  at  their  ease  so  that  they 

ftireely  discuss  their  problems. 
.    How  to  help  a  person  overcome  minor  d!£rficul*' 

ties. 

SEECIgIC:  ^ 

.    Knowledge  of  client^  his  situation  art^ 

barriers  to  me<^cal  services. 
.    Kiiowled^  of  facilities/services  available  ..to 

overcome  barriers. 
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O 


PERFORMANCE  STANDARDS 


TRAINING  CONTENT 


j  Data    j  Pvople     |  Things 


W.   F.  -  LEVEL 


Data     I  raoplo     f  Thtiigs 


W.  F.  -  ORIENTATION 


IKSTR- 


G.  E.  D. 


TASK  NO- 


5^       t  ^ 


M.B.  10 


GOAL! 


OBJECTIVE z 


TASK:    Macusaea/explains  Early  and.  Periodic  Screening  and  Sia^oaia  to  Aid  to  Dependent  Children  (ASC) 
recipienta,  xeapondlnfr  to  qxiestions  in  order  to  inform  them  of  the  avallabiliiy/^eairabilii^  of 
this  serv^ice. 


o 
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(Si 
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o 
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PERFORMANCE  STANDARDS 


TSBSCBJFSIVEt 

.    £bcplanation  ia  clear,  conciae. 

.    Voider*  a  manner  ia  pleasant. 

.    Queations  are  responded  to  immediately  or  -Qie 

answers  are  provided  vlthln  a  reasonahle  period 

of  time. 

HUMEBICALi  I 

I 

.    No  more  than  X  instancea  over  X  period  of  time, 

^ere  voxkex  does  not  relate  nebesaaxy  infoxma- 

tion  to  a  qualified  recipient.  | 
.    No  more  than  X  coniplainta  over  X  period  of  time 

concemln^r  vorker^s  manner  or  olariiy  of  his 

statements. 


TRAINING  Content 


How  to  explain  a  service  in  a  clear  manneri^. 
Hov  to  respond  to  qxiestions  or  find  the  ^n^wers 
to  them.  - ^' 


SPECIFIC r 

.    Foliciea/prooedoirea  involved  in  ^arly  and 
Periodic  Screening  and  Ma^oaia. 

.    Becipient*s  family  aituation,  i.e.,  need  for 
Early  and  Periodic  Screening  and  Siagnoaia* 
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PC 

> 
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performance  STANDARD^ 


TRAINING  CONTENT 


Data   )  People    \  Things 

Data     1  Seople    |  Things 

- 

Keas.    )   Math.     )  Lang. 

W.  F.  -  LEVEL 

W.  F.  4 

ORIENTATION 

lUSTR* 

G.  E,  D. 

TASK  N*0- 

3B    1      liC       i  lA 

3^      1  1 

3 

3              3         I  3 

M.B.  11 

goal; 

objective: 

TASK;  HandB/^ves  patient  prescribed  medicine^  aBsisting  him  as  necessary^  taking  readings  of  patient^s 
teinperatiire»  blood  pressujee»  3:espiration»  noting  changes  outside  acceptable  range»  in  order  to 
carry  out  physician^s  prescription. 

i 

PERFORMANCE  STANDARDS 

i 

TRAmiNG  CONTENT 

DBSCKEFPTVB; 

1 

1 

i 
I 

FDKCTXOHAL: 

> 

1 

tlonal  Unl 

^    Fhysician^s  prescription  is  carried  out  efficient- 

ly>  pronrptly>  and  accurately* 
^    Prescription  is  carried  out  in  a  x^aaonable  amount 

of  time* 

*  How  to  check  a  patient^s  vital  signs* 

*  How  to  follow  and/or  read  doctor's  prescriptions. 

*  How  to  assist  patient  in  taking  loedicine* 

1 

o 

u 

C 

NUHEBXCIL: 

SFBCinC: 

Till 
• 

c 

U 
C 

o 
> 
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O 

o 

^    Oyer  X  period  of  tlme^  no^mo^re  than  X  number  of 
conrplaints  are  received  fcom  physiciana  that  their 
prescriptions  axe  not  being  followed* 

^    ^Prescription  is  carried  out  in  ^o  more  iJian  X 
number  of  minutes  lAien  first  prescribed  by  doctor* 

*  Knowledge  of  doctor's  prescription* 
.    Knowledge  of  patient* 

*  £EK)wledge  of  location  and  methods  of  admlnis* 
tration  of  medicine* 

PERFORMANCE  STAMDARDS 

TRAINIKG  CONTENT 

ERIC 


Data  1  People    t  Things 

Data    1  People    \  Things 

Reas.    \  Hath*     \  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

D. 

TASK  NO. 

1     I     IB        1  U 

2 

2        1     1  2 

GOAL; 

OBJECTIVE; 

TASK;   DispenaBB  oral  xoedlcations  (pills»  8olut£ons)»  set  ttp  1^  nuree/aaeietant^  to  patients  at  specified 
times  during  the  day»  folloving  S.O.P*  in  order  to  insure  that  patients  xeceivs  proper  nvedication* 

* 

PERFOBMANCE  STANDARDS 

TRAINING  CONTENT 

BBSCRIPTIVE: 

PDNCTIOHAL; 

O 

4J 
t9 

C 

*  Hedication  is  dispensed  to  proper  patisnt  - 
voxker  carefully  identifies  before  giving  medi- 
cation to  him. 

.    Voiicer  is  courteous  and  haa  an  unoffensive  manner. 

*  Voiicer  dispenses  medications  In  a  reasonable 
amount  of  time* 

.    Hov  to  identify  patisnts. 

.    How  to  be  cheerful  and  courteous. 

.    See  (1*£.I). 

-  J 

ts 

CI 
U 

o 

NHHEBICALt 

SEEOIFtC: 

Ob.icctlvc     1    Gonl  1 

*  No  patisnt  gets  iSbB  vrong  medlcatlon/no  patisnt 
,    gets  medication  not  prescribed. 

*  No  more  than  X  number  of  patients  complain  of 
voiker*s  manner  In  X  amount  of  time. 

Knowledge  of  specific  times  medications  are 
to  be  dispensed. 
*   Knowledge  of  ytiexe  to  find  medications  to 
dispense*  ]^ 

.    Sbowledge  of  -ylixeA  action  to  take  if  patient 
does  not  appear  for  or  refuses  bis  medicatiOfD* 

PERFORMANCE  STANDARDS 

TRAININ'G  CONTEXT 

ERIC 


Data   1  People    J  Things 

Data    J  People    |  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  •  LEVEL 

tf.  F.  *  ORIENTATION 

INSTR. 

G.  E-  D. 

TASK  NO. 

— 

1      1      IB       1  lA 

2 

2  1112 

M.B.  13 

GOAL: 

OBJECTIVE; 

TASK:    Delivers  ineal/enack  traye  to  patienViiunatee  in  hoepital  vard/collecte  traye  after  inmate  haa 
finished  eatin^j  checking  to  insure  that  all  utenoilo/diBheo  axe  on  tray^  in  order  to  serve 
iDeal/enaek  to  inmate-patient. 

1 

i 

t 

PERFORMANCE  STANDARDS 

TRAINING  COCTENT 

si 

13B3CBIFTIVB; 

FDNCTIONAL; 

'A 

P 

o 

N 

*  IRroper  iray  is  delivered  to  proper  inmate-patienti 
.    Vo^dcer^s  manner  is  cheerful  and  courteotis. 

.    Worker  carefully  checks  for  presence  of  all 
utensils/dishes  >Aen  picking  tray  tip. 

•  Worker  delivers  trays  quickly  so  food  does  not 
get  cold* 

•  How  to  accoimt  for  correct  numl^er  of  utensils/ 
dishes  on  food  tray. 

.    How  to  deliver  food  trays. 

*  How  to  serve  bed  patients. 

.    How  to  he  cheerful  and  courteous* 
.    See  G.E.B. 

?; 
•  t 

• 

1-1 

o 

miNBSlCAXit 

SPECIFIC: 

O 

o 

> 
o 

**— 

o 

*  All  ut«tiBil/dishes  are  picked      vith  tray. 

•  Ho  more  than  X  complaints  are, received  from 
patients  that  food  is  cold  due  to  incompetence 
of  voidcer^  or  iiiat  vo3&bt*b  maxmer  is  offensive 
over  X  period  of  time. 

.    Proper  trays  are  delivered  to  the  proper  inmate- 
patient  ^  of  the  tiJDQe. 

\ 

.    Knowledge  of  how  to  match  recipients  aud  proper 

food  trays. 
•    Kjaovled^  of  vhen  to  deliver  meals* 
.    Knowledge  df  what  to  do  if  there  is  no  tray  for 

patients. 

.    Knowledge  of  institutional  S.O*P*  for  utensils/ 
dishes  in  inmate's  possession* 

1                             PERFORMANCE  STANDARDS 

TRAINIMG  CONTEMT 

Data   f  People    I  Things 

Data     t  People    [  Things 

Reas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F..-  ORIENTATION 

INSTR. 

C,  E.  D. 

TASK  NO. 

35     1       U      1  U 

^  1  :  :  1 

2 

3        1      3         \  h 

M.B,  14 

COAL; 

OBJECTIVE; 

TASK:    Selects  prepared  medications  and  places  them  in  the  proper  patient  bin  on  the  medication  cart^ 
checking  the  cardex  file  for  the  medication  and  dosage  for  each  patient  in  order  to  prepare  the 
cart  for  delivery  to  the  wards. 

PERFORMANCE  STANDARDS 

TRAINING  COIITEUT 

HBSCRIPTIVE; 

TDNCII^IOKAL; 

g 

P 

!^ 

O 
-i-i 

c3 
N 

.    Correct  medications  are  selected  for  each  patient 

and  placed  in  proper  bin. 
.    Carefully  checks  the  caxdex  file  for  correct 

prescription. 
.    Vorks  with  reasonable  speed. 

.    Khowleage  of  how  to  handle  medications. 
.    Sow  to  read  a  caxdex  file  for  prescriptions. 
.    Sufficient  knowledge  of  medications  to  recognize 
■  irregularities  to  prevent  errors. 

E\ 

3 

*U 
C 

c 

CZ 

Q 

O 
_ 

> 

u 
o 

NUME&ICAIr; 

« 

.    No  more  than  X  errors  over  X  period  of  time  in 

putting  medications  in  the  bins. 
.    The  medications  aire  ready  by  X  time  for  each 

shift. 

.    Card^  files  are  che<sked  for  all  (lOO^)  of 
patients  for  vhom  medication  is  placed  on  the 
oart. 

.    Irfhere  the  various  medications  are  located. 
.    CrOas  checking  proced^are^  for  medications  and 
dosage. 

.    !i^ime  the  medications  must  be  sent  to  the  wards. 
.    Location  of  cardex  files  and  how  to  xise  -Qieia. 

1 

1                             PERFORMANCE  STANDARDS 

TRATHIUG  CONTENT  ■ 
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Data   1  People    j  Things 

Data    '1  People    \  Things 

1 

Reas.    1   Math.     J    Lang.  ) 

1 

F.  -  LEVEL 

W.  F.  -  ORIENTATION 

1 INSTR. 

G.  E.  D.                      1  TASK  N'O. 

1     1       IL      1  U 

L      2  _ 

2          1         1         I           2       1  M.R.  « 

GQAL: 

OBJECTIVE: 

> 

*  T 
St 

c 

. 

TASK:   Restodlcs  shelves  in  pbaxmacy^  periodically  or  as  needed>  vith  siipplies  (drugs/solutions/pill 
bottlea/eto.)  according  to  S.O.P.  and  pharmacist's  direction  in  order  to  keep  a  supply  of 
pharmaceuticals  xeadily  accessible. 

PERFOBMA^CE  STANDARDS 

IJBSCBIfVIVE: 

.    Voi:lcer  places  siipplies  in  correct  spot  on  shelf. 
.   Voil^r  voiks  vith  reasonable  speed>  but- is 
caceftJ.. 

NUKERICAL: 

.    No  more  'Qian  X  complaints  are  received  £iw 
pharmacist  that  worker  failed  to  follow  instruc- 
tions. 

.    Voxlcsr  restoclcs  shelves  in  X  amount  of  tiBe. 

TRAINING  CONTENT 

.    Hbv  to  arrange  articles  on  a  shelf  for  eae^y 

accessability. 
.    Familiarity  with  drugs  and  phazsiaceutical 

terms. 

SPECIFIC; 

.    Ehovledge  of  hov  drugs  are  to  be  arranged  on 
shelf. 

.    Knowledge  of  where  si^plies  ace  kept. 
.    £[iowledge  of  how  much  of  a  simply  is  usually 
kept  on  hand. 

PERFORMANCE  STANDARDS                                                              TRA;NING  CONTEST 
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\  Data  -I  PeopIe^    |  Things 

Data    (  People    |  Things 

 i 

Reas ,    1  Hath ,     |  Lang, 

-  LEVEL 

W.  F.  -  ORIEKTA-TION 

INSTR. 

G,  E.  D, 

TASK  NO. 

Ii     i      liA       1  1A 

^       \      ^        [  h 

GOAL: 

OBJECTIVE: 

TASK;  Diecuseee/explaiiis  the  results  of  various  medical  tests  and  films  for  vhich  worker  is  rearponaible 
(i*e.t  electroencephalograsLt  e<^oencepbalogram,  etc*)  with  doctor  followij3£  S*  0.  F.  in  order  to 
infoxm  the  doctor  of  the  test  results. 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

Objective     |    Goal      |       Organizational  Unit 

HBSCRHVIVE: 

*  Suppliee  pfcgreiciane  ^th  reliable,  information* 

*  Information  is  accurate,  concise,  and  complete. 

*  Vofker  ie  pronipt  and  courtaoua. 

NOHERXCALs 

.    Over  X  period  of  time,  fewer  than  X  complaints 
tvcm  pby&icians  that  the  test  results  are  unclear, 
inaccurate-  , 

All  pertinent  information  is  always  reported- 

FDNCTIOHAI.: 

.    Profeesional  lauiwledge  of  laboxatoiy  technology 

to  level  of  pmfeeeional  lalwcatoxy  techniqiie. 
.    Mfotklng  Icnowledge  of  teeta  sitch  aat 
>  j!ixecTroenc^pnEixo£raiiD 

*  Echoenephalogram 

-    Electro- Cardiogram 

•  X-rays 
.    See  G.E.D, 

SF!BCI7XC  £ 

.    How  the  teet  resulte  relate  to  patient*s  con-^ 
ditioh- 

,    S.  0.  F.  for  filinff/reportin^  test  results. 

> 

i 

< 

s 

• 

PERPOBMANCE  SXAKI]ARDS 

TRAINING  CONTENT 

Data  I  People    |  Things 


Data    [  People    |  Things 


Reas.    I  Math.  .   j  Lang^ 


W.  F.  -  LEVEL 


W.  F.  -  ORIBMIATIOH 


I 


IHSTR. 


G.  B.  D, 


t      2         I  2 


TASK  NO. 


J. 


I 


M.C.  2 


GOAL: 


objective: 


TASK:  Hijjgg  proper  ingredients  Oaolution  concentrate  and  distilled  water)Aeats  solution  to  proper 
temperature  accoxdln^  to  S.  0.  P.  in  order  to  make  a  stUE^ly  of  required  solution  (boric  acid, 
renacedin)  availa'ble  for  xtse* 
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PERFQRMA»CE  S^CAHDARDS 

IffiSCBIPEIVE; 

*  Coxxect  aiDOunts  of  xegolred  Ingredxenta  ace  tiaed* 
^    Solution  is  heated  to  correct  temperature  for 

Correct  period  of  time* 

*  Vodcer  makes  correct  amount  of  solution* 

*  Worker  laovks  in  a  aafe  manner* 

HOMERICAL: 

*  Vo3:3£er  makes  X  amount  of  solution  In  X  amount  of 
time* 

*  No  more  Hian  X  conrpainta  are  received  form  persons 
ualne  solution  that  is  nas  not  prepared  correctly*' 


TRAIWISG  CONTEKT 

ITOCyEIOHAL; 

.    Knowledge  of  hasic  laboratory  procedures* 
.    General  safety  precautions. 

SPECIFIC; 

*  Knowledge  of  S*  0*  P.  relating  to  which  mixture 
to  prepa3?e>  w&en'to  prepare  them,  and  how  to 
prepare  them* 

*  Knowledge  of  idiere  to  secure  Ingredx^ts  and 
where  to  store,  solution*  ' 
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PERFORMfcKCE  SXftNDARPS 


TRAINING  CONTOrr 


ERJC 


Data   1  People    |  Things 

Data    I  People    {  Things 

Rcas.    1  Math.     |  Lang. 

W.  F.  -  LEVEL 

W.  F.  -  ORIENTATION 

INSTR. 

G.  E.  D. 

TASK  NO. 

I      1                1  lA 

20%          7096      1  10% 

2 

2       \      1         \  2 

M.D.  1 

GOAt: 

OBJECTIVE; 

TASK:  Exercises  (bends,  flexes)  ooints/muscles  of  residents  in  the  normal  range  of  motion  as  prescribed  by 
supervisor,  in  order  to  provide  exercise  and  prevent  stiffhess- 

PERFOilMANCE  STANDARDS 

TRAINING  CONTENT 

DEiSCSlFTIVB: 

FDNCTIONAI: 

> 

1 
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< 

c 

,  ^ 

o 
-'J 

.    Voiicer  is  gientle* 

Worker  flexes/bends  joints  In  the  normal  range  of 
motion. 

Worker  follows  the  pirescribed  amount  of  exercise. 

.    Sow  to  work  with  elderly  people.  ^ 
.    imderstanding  of  elderly  people's  behavior. 
.    fiiowledge  of  appropriate  range  of  motion 
'  '  exerciser. 

c 

NUMEBICAL: 

SPECIFIC: 

Q 
. 

O 
0 

■ 

.    la  X  time  fewer  than  X  valid  coEDfplaints  (as  judged 
hy  supervisor)  from  residents  about  worker  being 
rougji  or  over-taxing  the  resident. 

.    Worker  exercises  all  joints,  etc.  as  prescribed. 

.    Knowledge  of  which  residents  need  range  of 

motion  exercises. 
.    Knowledge  of  the  prescribed  exercises  for  each 

resident. 

.    Purpose  of  range  and  motion  exercises. 

E 

Objective  | 

05 

PERFORMANCE  STANDARDS 

TRAINING  CONTENT 

